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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The first purpose of this study was to survey students who were 
graduated from St. Joseph's two-year Commercial School (without a 
four-year high school diploma) from 1959-1962 to determine whether 
they were adequately prepared to meet the requirements of business. 
The second purpose of this study was to determine the educational 
standards expected by businessmen of the Rochester area. 
Background of the Study 
A brief history of St. Joseph's Commercial School and an 
explanation of the present program may promote a better understanding 
of the study to determine the need for possible improvement and 
expansion of that program into a four-year business high school. 
An elementary school was opened in October, 1854, as a parish 
school connected with St. Joseph's Church in Rochester, New York. 
A few years later, an orphanage was built on the parish property. 
The orphanage maintained a separate elementary school within the 
building for the children who lived there. The Jubilee Book1 
published in 1954 states& 
All elementary subjects of the regular grade school course 
were taught, and the older girls received special instructions 
in needle work and domestic science. later classes in 
Commercial subjects were added to the curriculum. 
1~. Joseph's Jubilee ~. Christopher Press, Inc., Rochester, 
1954. (pages not numbered) 
It is probable that these classes ware added to fill the needs 
of the boys and girls who completed the elementary course but who 
were still too young to leave the orphanage, for it is further stated 
in the same book: 
The Commercial Department of Saint Joseph's School was 
created as a partial solution to one of the educational 
problems which faced our pupils at the turn of the century. 
At that time a High School education was not the common 
order of the day. A fairly large percentage of our 
elementary school graduates immediately began the arduous 
task of trying to make a living in the business world 
where competition is no respecter of the individual. It 
was indeed imperative that a business education permeated 
with Christian principles be offered to our elementary 
school graduates for at least a year or two, especially 
to those pupils who could spare neither time nor the 1 
expanse to complete a full four year High School course. 
It was in 1904 that early attempts were made to establish a 
business course to help those boys and girls interested in applying 
for positions in business offices of the day. A one-year course was 
then started. In 1931, the one-year course was expanded into a two-
year course, and it has remained as such up to the present time. 
In 1938, the orphanage, which was under state supervision, 
2 
was closed due to the fact that social agencies found it more favorable 
to place the small number of children left there in foster homes. The 
elementary parish school closed its doors in 1956 because there were 
very few residents left in the central industrial area which developed 
in the downtown vicinity of the parish limits. Only the commercial 
school at St. Joseph's was kept open. 
In 1941, a second teacher was sent to the school, which up to 
this time had only one sister teaching both the first- and second-year 
students. In 1946, two additional classrooms were opened on the 
top floor of the building and two more teachers added to the staff. 
At the present time, there are four large classrooms, a typing room, 
office practice room, guidance office, and nurse's room available. 
The maximum capacity of enrollment in the school is two hundred. 
Two classes of approximately fifty students each are accepted for 
first-year enrollment each September. 
The present curriculum consists of the followinga 
first ~ 
Stenography I 
Typewriting I 
General Business 
Business English I 
Business Arithmetic 
Group Guidance 
Second ~ 
Stenography II 
Typewriting II 
Bookkeeping I 
Business English II 
Office Practice 
Group Guidance 
The faculty consists of four religious teachers--one is the 
principal as well as a full-time teacher--and one priest, who serves 
as prefect of discipline and guidance counselor. 
The school has been accepting elementary school graduates 
(provided they have reached the age of 15 by June 1 of the year of 
admission) and those students who have attended other secondary 
schools for a year or two and have decided to transfer. 
Analysis of the Problem 
Subordinate problems included in the major problem were as 
follows a 
3 
1. To determine the possibilities of whether the two-year course 
given at St. Joseph's Commercial High School could be expanded into a 
four-year program. 
2. To determine whether the graduates over a four-year period 
from 1959 to 1962, not having received a high school diploma with 
state recognition, were sufficiently equipped with a knowledge of 
business fundamentals to secure good first positions. 
4 
3. To determine the standards of training expected by businessmen 
in the Rochester area when hiring a beginner in office work. 
Justification of the Problem 
One of the major responsibilities of educators is that of 
aiding youth in making satisfactory adjustments to a rapidly changing 
social and economic society. This presupposes the development in 
schools of full educational programs adapted to life-adjustment 
problems in an American democracy. 
It is important that the student remain in school for four full 
years of secondary training because of the advancing age of first 
employment over the last two decades. In recent years, there have 
been relatively few good job openings for persons under 18 years of 
age without a complete high school training. It is further important 
that the entire sequence of this four-year program of secondary business 
training be followed by the student in one high school, or at least 
for the period beyond junior high school where the junior-senior 
high school plan is established. 
There is a need for expanding the two-year course offered at St. 
Joseph's Commercial into a full four-year program. It is the purpose 
of this study to determine whether or not the limited program now being 
offered as a terminal course is inadequate, especially for those students 
5 
who have no previous high school training before coming to St. Joseph 1s 
Commercial and who are too young, according to New York State education 
laws, to terminate their education after completion of the two-year 
course. 
This study can also be of value in determining the educational 
standards expected by businessmen of graduates in this community. 
It is the writer•s hope that the study will be of some help to the 
administrators of the Diocesan office of education in planning for 
the future needs of the secondary school system of the Rochester 
diocese. 
As evidenced by studies made by the u. S. Office of Education, 
1 Blackstone indicated the upward surge of school age population: 
The educational requirement for the clerical and sales 
classification averages 12.5 (school) years which indicates 
that a high school education is a necessary achievement 
for the average worker in the fields. This has considerable 
implication for the field of office education which must 
plan a curriculum for persons entering the office world. 
These young people will eventually enter the labor force where 
there is a strong relationship between the kinds of jobs people hold 
and their education. 
Delimitation of the Problem 
The purpose of this study was to determine the need for expanding 
the two-year business course offered as a secondary educational program 
1Blackstone, Bruce I., "Changing Manpower Needs for Office Positions," 
Secretarial Education ~a. ruture, American Business Education Yearbook, . 
Vol. 19, Somerset Press, Somerville, 1962, E.B.T.A. and N.B.T.A., p. 33. 
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at a terminal level by the School Sisters of Notre Dame at St. Joseph's 
Commercial High School located in the center of the downtown area of 
Rochester, New York. 
The study was based on a survey of the problems encountered by the 
graduates from 1959 to 1962 in facing shrinking job opportunities for 
partially educated workers. The educational standards expected from 
businessmen of the community were learned by contacting the members of 
the Rochester Chapter of National Office Management Association. 
It was not the purpose of this study to develop the curriculum 
for an expanded program. This can readily be done by following the 
syllabus provided by the New York State Board of Education in Albany, 
New York. 
It was not the writer's intention to determine the administrative 
problems and procedures of the school. The financial policies of a 
building plan, the operation and maintenance of the physical plant, 
and the personnel requirements ware not included in the study. 
Definition of Terms 
The terms used in this study and listed below were all taken from 
Good& 1 
Diocesan High School& A secondary school operated by the Roman 
Catholic Church under the jurisdiction of the diocese authority and 
open to the children of one or several parishes. 
!Good, Carter v., Dictionary 2f Education, 2nd Ed., McGraw-Hill 
Book Company, Inc., New .York, 1959. 
Business School& A privately operated educational institution 
offering courses in preparation for technical business occupation 
such as stenography and bookkeeping. 
Diocesan Superintendant g! Schools& Roman Catholic education: 
an educational official, usually a priest of the diocese, appointed 
by the bishop to exercise a general supervisory function in all 
schools of the diocese over which the bishop has jurisdiction. 
Diocese: Roman Catholic education& an administrative area of 
church jurisdiction under the care of a bishop, divided into 
parishes. 
Commercial School& Good classes commercial schools synonymously 
with business collages and commercial subiects as "an obsolescent 
synonym for basic business subjects." The commercial school referred 
to in this study is on a secondary laval--not post high school. 
Statement of Organization into Chapters 
In undertaking this study and reporting the findings, the 
following chapters ware developed: 
Chapter I contains an introduction to the study, including the 
statement of the problem and subordinate problems involved. A 
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review of related literature is reported in Chapter II. Chapter III 
presents the procedures used in undertaking the study. The information 
obtained from questionnaires, checklists, and school records is 
presented in tabulated reports in Chapter IV. Based upon the findings 
of the study, recommendations for challenging the attention of the 
school administrators, the public, and business management are 
presented in Chapter v. 
CHAPTER II 
REVIEW OF RELATED LITERATURE 
Very little research has been located which directly concerns 
the conversion of a two-year commercial high school into a four-year 
business high school. Where two-year courses are offered in private 
institutions, they are conducted as post-secondary school courses, 
or on the junior college level. The literature reviewed through 
periodicals, yearbooks, reports, and theses did, however, deal 
indirectly with the problems concerning education levels expected in 
the labor force, consolidation of small schools, and advantages of 
expanded curricula for grouping of students in larger schools. 
In examining several handbooks of education, especially those 
sections devoted to curriculum, it is evident that educational re-
quirements of state boards of education advocate four full years of 
secondary education. The legislation of the state of New York requires 
that a student remain in school until the age of seventeen, unless the 
student has earned a four-year high school diploma by the age of sixteen. 
Therefore, a student upon entering a two-year secondary school from 
the eighth grade would have to have reached the age of fifteen years 
if he is to meet the legal requirements for terminating education by 
the time he completes the two-year secondary school curriculum; or the 
entrant could transfer to the two-year school after completing a year 
or two in another secondary school. Students in both of these categories 
present serious problems in the development process of their education. 
Lomax1 has written of the trend toward increasing educational 
requirements for the labor force: 
The increasing complexity of our American business 
economy has been characterized by changing occupational 
technology, including automation and mechanization. 
This different business economy has created a growing 
need for mora and more education of various kinds in a 
larger and larger proportion of the total labor force. 
This rising amount of education that employers are 
requiring for more and more occupations is taking place 
as we have observed, at the same time that there is a 
rising level of education of American workers in general. 
Therefore business employers will be obliged in the 
immediate years ahead to continue to accept high school 
education as a minimum education requirement for large 
numbers of beginners in office and sales positions. 
It is important for educators to engage in an honest self-
9 
appraisal from time to time even when apparent results seem commendable. 
In business education, efforts should be made through the years to keep 
pace with the changing times and advances in modern business methods 
and equipment. The needs of the students today differ from those of a 
decade ago, for the demands for mora efficiency and competency have 
widened in scope over the years. 
In speaking about terminal levels of education Selden2 stated: 
All pupils are precious human beings and the problem of 
education is to provide a program which challenges and 
satisfies the needs of every boy and avery girl. Also 
the demands of society are so great that education cannot 
afford to be exclusive. Unless a large proportion of the 
pupils' needs are met, many will not be fitted for making 
a living and becoming useful members of society. 
1Lomax, Paul s., "Opportunities and Responsibilities in Business 
Education," Teachers College Journal, vel. 30, May 1959, pp. 99-102. 
2selden, William, "Curriculum Levels in Business Education: formal 
and Terminal Levels: In-Service and Continuing Levels," Chapter XV in 
Curriculum Patterns !n Business Education, Somerset Press, Somerville, 
1956, E.B.T.A. and N.B.T.A., Vol. XIII, P• 156. 
1 Wynn had this to say regarding the single curriculum in a small 
high school& 
In the senior high school a program of studies based on 
a single curriculum is very obsolete since it consists 
of one plan of subjects for all students. It is strictly 
subject-centered, and cannot be adjusted to meet the 
diversified needs, abilities, and interests of the many 
types of students found in the senior high schools of 
today. In the very early days of secondary schools, a 
single curriculum was adequate for the select few who 
received pre-college instruction, but certainly it has no 
place in a comprehensive high school of this day and age. 
Expansion in curriculum is a step toward meeting the need for 
competent office personnel in the area. The tremendous growth in the 
school population indicates the need for adequate training for the 
future workers of the area who will eventually supply the business 
leadership of the community. 
Selden2 further stated& 
To develop competent future businessmen and women, 
consideration has to be, given to a type of training that 
will produce competent business leadership. 
A functioning business education curriculum either improves 
or retrogresses. It is improving as long as the business 
department evaluates and makes the necessary changes in its 
own program, but it retrogresses when self-evaluation ceases. 
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The National Education Association3 provides some figures pertinent 
to high school graduates and the labor market. In June 1960, high 
school graduates in the United States numbered 1,675,000. Of the 
921,000 graduates who did not go to college, 706,000 were in the labor 
1
wynn, John w., "Current Trends and Practices of Programming the 
Curriculum Development in the Secondary Schools of Massachusetts," 
Master's Thesis, Boston University, 1955, P• B. 
2
selden, op. cit., P• 159. 
3
"Studies of High School Graduates, 11 National Education Association 
Research Bulletin, Vol. 40, No. 2, May 1962, pp. 42-45. 
market. Of the June 1960 high school graduates in the labor market, 
15.2 percent were unemployed in October 1960. 
The majority of students who choose the business course will not 
continue their education beyond the secondary level, and therefore 
must not be denied the minimum in their life's preparation. 
reported the followings 
l Dawson 
The rapid growth of high school enrollment during the last 
two decades has greatly expanded the need and the 
opportunity for an educational program that prepares 
young people for gainful employment. Pupils from every 
walk of life are attending high school. They have wide 
variations in interests and abilities. Three-fourths of 
them probably will not continue their educational 
opportunities which will prepare them for earning a living, 
rearing a family, and participating in a wholesome manner 
in the social life of our community. 
A school faces just criticism by both the educator end the 
businessman when it fails to make changes and adept itself to the 
needs of ecucational requirements of the day. A four-year program 
with more than one sequence of business education provides for the 
guidance of the student into a field commensurate with his ability. 
Previous studies have indicated that the larger school can offer 
a greeter number of sequences in the curriculum. 2 Conant discussed 
11 
ability and grouping in his research concerning American high schools. 
He found that the student often becomes bored, end even frustrated, 
when exposed to subjects for which his aptitudes ere limited. He 
has expressed the belief that the student of low ability should not 
l Dawson, Howard A., and Reeves, floyd W., ~School District, 
Report of the National Commission on School District Re-organization, 
Dept. of Rural Education, Washington, D. c., 1948, P• 37. 
2 Conant, James 8., ~American High School Today, McGraw-Hill 
Book Co., Inc., New York, 1959, P• 78. 
be placed in a business course because the presence of the student 
in these courses tends to affect adversely the tone of instruction 
and to encourage a lowering of standards. He reporteda 
• • • in those schools which had set vocational programs, 
the administration of the school and the guidance officers 
did not treat them as "dumping grounde 11 for those of low 
academic ability. The vocational programs enrolled boys 
of at least average academic ability. The slow readers 
were excluded from the shops in which skilled trades were 
being taught. 
Conant further stated: 
Vocational education is not offered in lieu of general 
academic education, but grows out of it, supplementing 
and enhancing it. Vocational education is an integral 
part of the total education program and requires aptitude 
that students at the lowest academic level do not have. 
Slow readers for example are1not able to benefit from 
regular vocational programs. 
12 
facilities for ability grouping are wider in the larger schools. 
2 Champagne, in a survey conducted in the Archdiocese of Boston in 
1952, found the vocational and business programs in the smaller 
schools to be inefficient and inadequate and suggested consolidation 
of schools to make possible batter grouping programs. 
3 Concerning ability groups, Lomax concluded: 
Several business educators have expressed the need to 
improve the quality of instruction for different ability 
groups. The provision of ability grouping of students 
in secondary schools that have sufficient enrollment for 
this practice seems to me to be a most helpful one in a 
program of improvement of business instruction. 
1
.!lli.., P• 123. 
2champagne, Robert E., Rev., 11A Study of the Business Education 
Curriculum Offered in the Catholic .Secondary Schools of the Archdiocese 
of Boston," Master's Thesis, Boston University, 1953. 
3 Lomax, Paul S., "Vital Trends and Problems in the Administration 
and Supervision of Business Education," National Business Education 
Quarterly, Vol. 28, No. 4, May 1960, p. 42. 
In the same article, Lomax quoted another business educator 
(whom he did not name) who had pointedly put the problem the 
following way: 
If those who hold that business education i s less 
demanding on the intellectual capacities of students 
than the other fields are right, then of course, we 
have no defense. If on the other hand business education 
to be completely mastered is demanding on the intellectual 
capacities of the students then we should examine the 
teaching procedures and practices to see whether our 
students can benefit from the instruction. State it 
another way, if we are stepping down our courses on 
the intellectual level below that which is possible, 
certainly we should be greatly concerned and do something 
to remedy the situation. 
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The educational advantages of the larger school over the smaller 
school ware defined as a result of a comparison of thirty-four large 
high schools with twenty-one smaller schools in a study undertaken 
by Leonard, 2 principal of a high school in Boston, massachusetts, in 
1955. Leonard found that the increase in size of educational units 
as a result of consolidation provided for a more economical utility 
of equipment. He found this condition decidedly superior to the 
smaller schools in those schools where equipment such as typewriters 
and office machines could be used by several classes throughout the 
entire class day. 
A central business school under the direction and supervision 
of the diocesan school superintendent has the possibility of easing 
the burden of the business education departments of already established 
academic high schools in the diocese of Rochester. 
1
.!.t!.!9.. ' p. 42. 
2Leonard, George m., "Educational Advantages of Regional Consolidation, " 
Master's Thesis, Boston Univers ity, 1955. 
14 
Students under fifteen years of age who express an interest in 
business education and have an aptitude for this field of work upon 
completion of the elementary school course would be able to enroll in 
a four-year business school without being required to start in another 
secondary school until reaching the required age for entrance into 
St. Joseph's Commercial. This would meet the legal requirements 
concerning age and compulsory education in the state of New York. 
The desirability of completing the entire sequence of a four-year 
program in one high school extends advantages to both student and 
teacher. A large school where adequate personnel and facilities are 
available makes possible the provision for three or more sequences in 
the business education curriculum. A student lacking the ability 
for shorthand would be able to follow a sequence suited to his or 
her ability; e.g., bookkeeping, general clerical, distributive education. 
These possibilities would provide a service not only to the individual 
business education student, but to the businessmen of the area as well, 
for the students will be better trained in the area of their interest 
and ability. 
CHAPTER III 
PROCEDURES 
The data in this study are based upon the responses received 
in questionnaires sent to the 1959-62 graduates of St. Joseph's 
Commercial School and responses received in checklists sent to the 
members of the Rochester Chapter of the National Office Management 
Association. The procedures employed in conducting this study were 
as follows: 
1. Permission to proceed with the survey was obtained from the 
superintendent of the diocesan schools in Rochester. 
2. Related literature was investigated to obtain background 
material for the organization of the study. 
3. A tentative statement of the problem was presented to the 
Seminar in Business Education at Boston University in the summer of 
1962, and revisions were made according to suggestions received. 
4. Permission to sand a checklist to the members of the Rochester 
Chapter of the National Office Management Association was obtained 
from the president of that chapter, who appointed Elmer C. Humes, 
Corresponding Secretary, as NOMA advisor for the study. 
5. A questionnaire to solicit desired information from the 
graduates of St. Joseph's Commercial School was drafted. The 
questionnaire was submitted to the members of the Seminar in Business 
Education and the suggestions of this group were used in revising 
the questionnaire. 
6. A mailing list of the graduates was obtained from the 
school files. 
7. On September 4, 1962, the questionnaire, together with a 
letter of transmittal, was mailed to each of the 368 graduates of 
the classes from 1959 to 1962. Two hundred and forty-one responses 
were received. Five were returned for lack of proper forwarding 
address. 
8. On September 15, 1962, a follow-up postal card was mailed 
to 122 members who had not responded to the letter of transmittal. 
Thirty-nine additional questionnaires were received, bringing the 
total responses to 285, or 77 percent, of the number sent out. 
9. On September 28, 1962, a copy of the drafted checklist to 
the members of the National Office Management Association was given 
to Elmer C. Humes, the NOMA advisor, and he presented it for 
approval to the Chairman of the Education Committee and the Executive 
Committee of the Rochester Chapter of the National Office management 
Association. 
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10. On January 15, checklists, together with a letter of transmittal 
and a brief report on the background of St. Joseph's Commercial School, 
were mailed to 99 members of the National Office Management Association 
who held executive positions in 56 companies in the Rochester area. 
Twenty-four, or 42.86 percent, of the companies responded within a month. 
11. A follow-up was made by telephoning a member of the National 
Office management Association from each company from whom a response had 
not yet been received. This brought in 19, or 33.93 percent, additional 
returns. The total of 43, or 76.69 percent, of the responses were 
considered to be sufficient to obtain the de$ired information. 
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12. The data from the questionnaires to graduates and from the 
checklists to members of the National Office Management Association 
were compiled, tabulated, analyzed, and interpreted. 
13. Data giving the high school training of the graduates prior 
to enrolling in St. Joseph's Commercial School were obtained from 
the school files, and were tabulated and interpreted. 
14. Summary, conclusions, and recommendations were made based 
upon the findings. 
CHAPTER IV 
ANALYSIS AND INTERPRETATION OF DATA 
The data presented in this chapter were obtained from questionnaires 
sent to four classes of graduates of St. Joseph's Commercial School 
and from checklists sent to members of the Rochester Chapter of the 
National Office Management Association. 
Questionnaires Sent to Graduates 
The following pages present the analysis end interpretation of 
the data secured from the questionnaires sent to the graduates of St. 
Joseph's Commercial School. Table I provides a summery of the 
distribution of these questionnaires and the responses received 
therefrom. 
Table I indicates that 285, or 77.45 percent, of the 368 graduates 
responded to the questionnaires sent. This rate of return of the 
questionnaires was considered to be sufficient for securing the 
information needed for the completion of this part of the study. The 
greatest percent of return was received from the class of 1962; but, 
as will be seen in Table II and subsequent tables, several of the 
responses of the class of 1962 do not represent significant data since 
they received the questionnaires only three months after graduation. 
Thirteen of the 1962 graduates were not working at all, not working 
full time, or not doing office work. The lowest percent of return, 
17.12 percent, was received from the class of 1961. 
TABLE I 
RESPONSES TO QUESTIONNAIRES SENT TO GRADUATES 
Of ST~ JOSEPH'S COMMERCIAL SCHOOL 
-
Responses Not 
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No 
Number Sent Received Located Responses 
Class 
No. Percent No. Percent No. Percent No. Percent 
1959 99 26.90 71 19.30 3 .82 25 6.79 
1960 97 26.36 75 20.38 2 .54 20 5.17 
1961 82 22.28 63 17.12 
-- -- --
19 5.43 
1962 90 24.46 76 20.65 
-- -- --
14 3.80 
TOTAL 368 100.00 285 77.45 5 1.36 78 21.19 
A summary of the methods through which graduates obtained first 
positions is given in Table II. The school ranked first in obtaining 
first positions for three of the four classes questioned. The class 
of 1962 indicated that the State Employment Agency was the method 
through which 15, or 19.74 percent, of the 76 graduates responding 
obtained first positions. Only thirteen of the graduates of this class 
were not yet working at full-time office employment. This is a possible 
indication that the New York State Employment Agency was better able 
to place graduates of this class whose age norm was slightly higher 
than the graduates of the classes of 1959, 1960, and 1961. This is 
shown in Table IV which gives the ages of the students when graduated 
from St. Joseph's Commercial School. 
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Table II shows that the school was the chief method through 
which first positions were obtained for three of the four classes 
questioned. A total of 72, or 25.27 percent, of the 285 respondents 
received their first positions through the school. Positions obtained 
through friends ranked second for two out of the four classes; a 
total of 49, or 17.19 percent, of the graduates checked this source. 
for the class of 1962, school ranked second. Responses from the 
class of 1959 indicated that first positions obtained through relatives 
ranked second, while positions obtained through friends ranked third 
for this class. 
Thirty-one, or 10.88 percent, of the total said they received 
first positions through newspaper advertisements. Thirty-one, or 
10.88 percent, of the total graduates · received first positions through 
relatives. 
The New York State Employment Agency ranked fifth as a source 
of employment, having placed 28, or about 9.82 percent, of the graduates. 
It is worthy of note that the class of 1962 received the greatest 
number of positions through this agency. This was the first class 
to be accepted into St. Joseph's Commercial School after the 15-year 
entrance age was established by the Board of Education. All but 14, 
or 18.42 percent, of the students in this class had reached the age 
of 17 years before graduation. This is a probable indication that the 
State Employment Agency was better able to place graduates who were 
17 years old or older. 
Method 
School 
friend 
Newspaper Advertisement 
Relative 
State Employment Agency 
Private Employment Agency 
Direct Application 
Letter of Application 
Civil Service Examination 
Other 
Not working 
Not indicated 
TOTAL 
--
TABLE II 
CHIEf METHODS THROUGH WHICH fiRST POSITIONS WERE OBTAINED 
BY THE GRADUATES Of ST. JOSEPH'S COMMERCIAL SCHOOL 
Total 1959 1960 
*Rank 
No. Percent No. Percent No. Percent 
1.0 72 25.27 21 29.58 21 28.00 
2.0 49 17.19 9 12.68 17 22.67 
3.5 31 10.88 7 9.86 13 17.33 
3.5 31 10.88 11 15.49 6 a.oo 
5.0 28 9.82 7 9.86 2 2.67 
6.0 25 8._77 4 5.63 8 10.67 
7.0 20 7.02 6 8.45 4 5.33 
8.0 5 1.75 3 4.22 1 1.33 
9.0 3 1.05 
-- -- -- -- -- --
10.0 2 .70 2 2.82 
-- -- --
17 5.97 1 1.41 2 2.67 
2 .70 
-- -- --
1 1.33 
285 100.00 71 100.00 75 100.00 
----- --- -
*Rank applies to total responses; individual classes may vary from the norm. 
1961 
No. Percent 
16 25.40 
12 19.05 
4 6.35 
10 15.87 
4 6.35 
10 15.87 
3 4.76 
-- -- --
1 1.59 
-- -- --
3 4.76 
-- -- --
63 100.00 
~-~ -- ----- --
No. 
14 
11 
7 
4 
15 
3 
7 
1 
2 
--
11 
1 
76 
1962 
Percent 
18.42 
14.47 
9.21 
5.26 
19.74 
3.95 
9.21 
1.32 
2.63 
-- --
14.47 
1.32 
100.00 
-
....., 
.-
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Table II indicates that 25, or 8.77 percent, of the graduates 
received first positions through private employment agencies. Direct 
application brought positions to 20, or 7.02 percent. Over the four-
year period, five, or 1.75 percent, of the graduates received their 
first positions through letters of application. Only three, or 1.05 
percent, of the graduates were placed through civil service examinations. 
Two, or .7 percent, of the graduates received their first positions 
through the Rochester Business Institute where they took courses 
after graduation from St. Joseph's Commercial School. Table II shows 
that the school was influential in placing more than one-fourth of the 
graduates who had only two years of training in business subjects. 
According to Table III, 86, or 30.18 percent, of the graduates 
who responded to the questionnaire were refused employment because 
they lacked a high school diploma. A total of 195, or 68.42 percent, 
said they were not refused employment for this reason. four, or 1.40 
percent, did not respond to this question. The greatest number of 
refusals were indicated by 27, or 38.03 percent, of the members of 
the class of 1959. The .fewest number of refusals for this reason were 
indicated by 14, or 22.22 percent, received by the class of 1961. 
A total of 18, or 6.32 percent, of the graduates stated that they 
were refused employment more than four times because they did not have 
a high school diploma. Nine, or 3.16 percent, said they were refused 
four times. Ten, or 3.51 percent, were refused three times. Two 
refusals were indicated by 17, or 5.96 percent; and 32, or 11.23 percent, 
ware refused employment at least once for not having a high school 
diploma. 
Number of Refusals 
None 
One 
Two 
Three 
four 
More than four 
Total refusals 
No response 
TOTAL 
TABLE: III 
GRADUATES Of ST. JOSEPH'S COMMERCIAL SCHOOL 
REfUSED EMPLOYMENT OWING TO LACK Of 
HIGH SCHOOL DIPLOMA 
TOTAL 1959 1960 
No. Percent No. Percent No. Percent 
195 68.42 44 61.97 48 64.00 
32 11.23 11 15.49 9 12.00 
17 5.96 5 7.04 4 5.33 
10 3.51 2 2.82 2 2.67 
9 3.16 4 5.64 5 5.67 
18 6.32 5 7.04 7 9.33 
(90) (31.58) (27) (38.03) (27) (36.00) 
4 1.40 
-- -- -- -- -- --
285 100.00 71 100.00 75 100.00 
1961 
No. Percent 
48 76.19 
2 3.17 
4 6.35 
3 4.76 
-- -- --
5 7.94 
(14) (22.22) 
1 1.59 
63 100.00 
No. 
55 
10 
4 
3 
--
1 
(18) 
3 
76 
1962 
Percent 
72.37 
13.15 
5.26 
3.95 
-- --
1.32 
(23.68) 
3.95 
100.00 
--
N 
t.l 
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Table III indicates that the total number of refusals was 90. 
This seems to indicate that a fair percentage of businessmen in the 
Rochester area prefer a beginner with a high school diploma in preference 
to one who may have the qualifications for the job but who lacks a high 
school diploma. 
The age of a beginner in office work greatly influences employability. 
In New York State all 16-year old persons who do not have full-time 
employment must be in full-time attendance at school. 
Table IV gives a summary of the ages of the graduates of the four 
classes taking part in the survey. According to data shown, 17 years 
of age was the modal average age of the students upon graduation. The 
mean average age was 16.85. One hundred and twenty-eight, or 44.91 
percent, of the graduates responding to the questionnaire reached this 
age at the time of graduation. Ninety-eight, or about 34.39 percent, 
of the graduates were 16 years of age at graduation, and four, or 1.4 
percent, of the graduates were only 15 years of age when graduated from 
St. Joseph's Commercial School. 
The percentage of 17-year old graduates increased each year, but 
there was a marked difference in this category noted between the class 
of 1960 when 24, or 32.0 percent, graduated at the age of 17 and the 
class of 1961 when 35, or 55.56 percent, graduated at the age of 17. 
Only 10, or 15.87 percent, of the graduates of 1961 and 14, or 
18.42 percent, of the graduates of 1962 were under 17 years of age when 
graduated. In the class of 1959, 35, or 49.30 percent, of the graduates 
of 1960 were under 17 years of age. 
TOTAL 
Age 
No. Percent 
15 4 1.40 
16 98 34.39 
17 128 44.91 
18 46 16.14 
19 9 3.16 
TOTAL 285 100.00 
- - ------------
--- -- -- ---~- - ---
TABLE IV 
AGES Or STUDENTS WHEN GRADUATED fROM 
ST. JOSEPH'S COMMERCIAL SCHOOL 
1959 1960 1961 
No. Percent No. Percent No. Percent 
-- -- --
4 5.33 
-- -- --
35 49.30 39 52.00 10 15.87 
22 30.98 24 32.00 35 55.56 
13 18.31 5 6.67 14 22.22 
1 1.41 3 4.00 4 6.35 
71 100.00 75 100 .oo 63 100.00 
-----
L......__ _______ __ - -~-- - --
-------
--~--- -- ~~ ~-- ---
--------
No. 
--
14 
47 
14 
1 
76 
-------- -
1962 
Percent 
-- --
18.42 
61.84 
18.42 
1.32 
100.00 
-
N 
U1 
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The figures shown in Table IV indicate a trend, beginning in 1961, 
toward the acceptance into and graduation from St. Joseph's Commercial 
School of somewhat more chronologically mature students. 
Table V shows that many of the graduates, who were under 18 years 
of age, were refused employment because of age. This is probably partly 
owing to a lack of maturity. It is probable that many employers do not 
want to become involved with the process of securing working permits 
required by New York State law for those who have not reached the age of 18. 
According to the data seen in Table V, a total of 88, or 30.88 
percent, of the graduates who responded to the questionnaire were refused 
employment because they were too young. Fifty of these graduates were 
under 17 years of age. The table shows, however, that of these 50, only 
11 were from the classes of 1961 and 1962. This would indicate that 
accepting the students at the age of 15 years for entrance into St. 
Joseph's Commercial School resulted in fewer graduates meeting refusals 
for this reason when applying for first positions after graduation. 
TABLE V 
NUMBER OF GRADUATES Of ST. JOSEPH'S COMMERCIAL SCHOOL BY AGE GROUPS, 
REfUSED EMPLOYMENT BECAUSE Of AGE 
Number of Graduates Refused by Age Groups 
Class 
15 16 17 18 19 TOTAL 
1959 
--
19 10 1 
--
30 
1960 2 18 7 
-- --
27 
1961 
--
4 6 
-- --
10 
1962 
--
7 13 1 
--
21 
TOTAL 2 48 36 2 
--
88 
27 
A summary of the time spent by the graduates in securing first 
positions is found in Table VI. In general, students who were refused 
employment because they did not have a high school diploma and students 
who were refused employment because of age spent a longer time in 
securing first positions after graduation. 
As shown in Table VI, 128, or 44.91 percent, of the graduates found 
employment immediately. Seventeen, or 5.96 percent, said that it took 
longer than six months to secure their first positions. These 17 were 
members of the classes of 1959, 1960 and 1961. As indicated in the 
table, 13 members of the class of 1962 were not yet working when they 
received the questionnaire three months after graduation. Sixty-three 
members of the class of 1962 did, however, secure first positions within 
the three-month period after graduation. As indicated in Table II, 15, 
or 19.74 percent, of the graduates of the class of 1962 were placed by 
the New York State Employment Agency. This would indicate that job 
opportunities were greater in the summer of 1962. More graduates of the 
class of 1962 than of the other three classes questioned had reached the 
age of 17 at graduation. This would also indicate that t hey had fewer 
refusals because of age as seen in Table v. 
Table VI shows that only three, or 1.05 percent, of the graduates 
returned to full-time schooling after graduation. This is as would be 
expected, since those who attend St. Joseph's Commercial School usually 
have the intention of making it a terminal program. 
TABLE VI 
LENGTH Of TIME SPENT BY GRADUATES Of ST. JOSEPH'S COMMERCIAL SCHOOL 
IN SECURING fiRST POSITIONS 
1959 1960 1961 1962 
Time 
No. Percent No. Percent No. Percent No. Percent 
Immediately 32 45.07 35 46.67 24 38.10 37 48.68 
Two weeks 10 14.08 10 13.33 11 17.46 10 13.26 
four weeks 4 5.63 4 5.33 4 6.35 7 9.21 
Two months 2 2.82 9 12.00 5 7.94 4 5.26 
Three months 5 7.04 3 4.00 7 11.11 5 6.58 
four months 3 4.23 3 4.00 3 4.76 
-- -- --five months 5 7.04 
-- -- --
2 3.17 
-- -- --Six months 1 1.41 1 1.33 
-- -- -- -- -- --
Longer than six months 5 7.04 8 10.67 4 6.35 
-- -- --
Returned to school 3 4.23 
-- -- -- -- -- -- -- -- --
Not working 1 1.41 2 2.67 3 4.76 13 17.11 
TOTAL 71 100.00 75 100.00 63 100.00 76 100.00 
No. 
128 
41 
19 
20 
20 
9 
7 
2 
17 
3 
19 
285 
--
TOTAL 
Percent 
44.91 
14.38 
6.67 
7.02 
7.02 
3.16 
2.46 
.70 
5.96 
1.05 
6.67 
100.00 
N 
m 
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Table VII summarizes the types of office positions held by the 
graduates since graduation. This table is a summary of all positions 
held by the graduates since graduation and therefore includes several 
positions for many of the graduates who had more than one position 
since first obtaining employment. 
The greatest number of positions can be classified as general 
office work . Other positions which have been held by those responding 
to the questionnaire in order of rank are: typist, bookkeeper, 
stenographer, receptionist, file clerk, switchboard operator, secretary, 
cashier, IBm machine operator, mail clerk, and dental assistant. 
Fifty-nine, or 20.70 percent, of the respondents had positions 
as typists, and 54, or 18 . 94 percent, held positions as bookkeepers. 
Although many of the graduates who are doing general office work 
are using some shorthand, the data shown in the table indicate that a 
very small percentage (22, or only 7 . 71 percent) actually have positions 
as stenographers . 
Position 
TABLE: VII 
TYPES Of OffiCE POSITIONS HELD BY GRADUATES 
Of ST. JOSEPH'S COMMERCIAL SCHOOL 
SINCE GRADUATION 
TOTAL 1959 1960 1961 1962 
No. Percent No. Percent No. Percent No. Percent No. Percent 
General Office Work 137 48.07 4l 57.73 44 58.67 27 42.85 25 32.89 
Typist 59 20.70 26 36.61 12 16.00 lS 23.81 6 7.89 
Bookkeeper 54 18.94 23 32.39 l8 24.00 8 12.70 5 6.58 
Stenographer 22 7.71 ·7 9.85 3 4.00 8 12.70 4 5.26 
Receptionist l5 5.26 5 7.04 4 5.33 5 7.94 l 1.32 
file clerk l4 4.92 1 1.41 5 6.67 4 6.35 4 5.26 
Switchboard work 14 4.92 1 1.41 5 6.67 8 12.70 -- -- --
Secretary 13 4.56 6 8.45 3 4.00 -- -- -- 4 5.26 
Cashier 13 4.56 2 - 2.82 9 12.00 -- -- -- 2 2.63 
IBM - Keypunch 13 4.56 8 11.27 3 4.00 2 3.17 -- -- --
Mail Clerk 5 1.75 3 4.23 2 2.67 -- -- -- -- -- --
Dental Assistant 4 1.40 3 4.23 1 1.33 -- -- -- -- -- --
________________ ------..'L...._ ___ __L___ __ L_ ___ ___ __ _ _ ---- - --
NOTE:& Since many graduates reported more than one position held, a totaling of the numbers and 
percentages by class would be meaningless. 
(..I 
0 
Table VIII summarizes the length of time that the graduates 
remained at their first place of employment. More than 50 percent 
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of the classes of 1959, 1960, and 1961 remained at their first position 
for more than one year. The 76 graduates of the class of 1962 are 
included in Table VIII although they had been graduated only 
approximately four months before returning the questionnaires. However, 
since the inclusion of the 1962 class statistics in the totals at the 
right of the table would tend to make the figures misleading, they 
have been omitted from this total column. 
Seventy-five, or 35.89 percent, of the graduates of the classes 
of 1959, 1960, and 1961 were still at their first places of employment 
when they received the questionnaire. This would indicate a significant 
percentage of stability and job preparedness in these students. 
The table indicates that 111, or 53.11 percent, of the 209 
graduates of the classes of 1959-1961, inclusive, remained at their 
first places of employment for longer than one year. Seventeen, or 8.13 
percent, remained at their first place of employment for one year. 
The next greatest frequencies were those who remained at their first 
positions for one, two, or three months. Few changes occurred for 
graduates who remained at their first positions from four to eleven 
months. 
A total of 75 members of the 1959-1961 graduating classes were still 
at their first positions; and 54 members of the class of 1962 had worked 
without interruption for one employer since their graduation, approxima t ely 
four months prior to their filling in the questionnaire. 
Time 
One month 
Two months 
Three months 
four months 
five months 
Six months 
Seven months 
Eight months 
Nine months 
Ten months 
Eleven months 
One year 
More than one year 
Not working 
Not stated 
At first job 
TOTAL 
TABLE VIII 
LENGTH Of TI ME GRADUATES Of ST. JOSEPH'S COMMERCIAL SCHOOL 
REMAINED AT FIRST PLACE Of EMPLOYMENT 
1959 1960 1961 1962 
No. Percent No. Percent ,No. Percent No. Percent 
2 2.82 2 2.67 3 4.76 4 5.26 
1 1.41 5 6.67 2 3.12 2 2.63 
5 7.04 4 5.33 5 7.94 3 3.95 
2 2.82 4 5.33 1 1.59 54 71.05 
1 1.41 l 1.33 l 1.59 
-- -- --
2 2.82 l 1.33 5 7.94 -- -- --
3 4.22 3 4.00 3 4.76 
-- -- --
2 2.82 2 2.67 l 1.59 
-- -- --
-- -- -- -- -- --
2 3.17 
-- -- --
-- -- --
2 2.67 2 3.17 
-- -- --
1 1.41 
-- -- --
1 1.59 
-- -- --
7 9.85 5 6.67 5 7.94 
-- -- --
44 61.97 41 54.66 26 41.27 
-- -- --
1 1.41 3 4.00 3 4.76 13 17.11 
-- -- --
2 2.67 3 4.76 
-- -- --
(20) (28.17) (29) (38.67) (26) (41.27) (54) (71.05) 
71 100.00 75 100.00 63 100.00 76 100.00 
- - -- - ---
---
*TOTAL 
1959-1961 
No. Percent 
7 3.35 
8 3.83 
14 6.70 
7 3.35 
3 1.43 
8 3.83 
9 4.31 
5 1.75 
2 .96 
4 1.91 
2 .96 
17 8.13 
111 53.11 
7 3.35 
5 2.39 
(167) 
*209 100.00 
- --- ~ 
- --- -- ---
*fifty-four students from the class of 1962 were still working at first position since they were 
graduated approximately four months prior to receiving the questionnaire and returning it. The 
statistics of this class have therefore been omitted from the total column at the right of the table. ~ 
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Table IX indicates the number of positions held by graduates since 
graduation. Several of the graduates wrote comments regarding this on 
the place provided on the questionnaire. Competition with college 
students doing summer work forced some of the graduates to accept 
temporary positions until the fall of the year. The experience gained 
during the three months of temporary work often gave them an opportunity 
to secure a better position later. 
Table IX shows that 157, or 55.09 percent, of the 285 graduates 
who responded to the questionnaire have held one position since 
graduation. Twenty-seven, or 38.03 percent, of the class of 1959; 37, 
or 47.33 percent, of the class of 1960; 39, or 61.91 percent, of the 
class of 1961; and 54, or 71.05 percent, of the class of 1962 have held 
only one position. 
fifty-eight, or 20.35 percent, of all the graduates have had two 
positions, and 35, or 12.28 percent, have had three positions. Eleven, 
or 3.86 percent, reported that they were now working at their fourth 
place of employment. Nine of these 11 were of the class of 1959, one 
of the class of 1960, and one of the class of 1961. One graduate of 
the class of 1960 reported that she had held five positions since 
graduation. 
Since the members of the class of 1962 were graduated only four 
months prior to their returning the questionnaire, the high percentage 
(71.05) of this class holding one position since graduation is not 
significant. The percentage of graduates who held one or two positions 
since graduation is an indication of a certain amount of stability in 
the members of all four classes. 
Number of 
Positions 
One 
Two 
Three 
Four 
Five 
None 
Part time 
TOTAL 
- - -- - ----
~ 
---- --- --·· 
TABLE IX 
NUmBER OF POSITIONS HELD SINCE GRADUATION BY GRADUATES 
OF ST. JOSEPH'S commERCIAL SCHOOL 
1959 1960 1961 1962 
No. Percent No. Percent No. Percent No. Percent 
27 38.03 37 47.33 39 61.91 54 71.05 
18 25.35 20 26.68 12 19.05 8 10.52 
16 22.54 13 17.33 6 9.52 
-- -- --
9 12.78 1 1.33 1 1.59 
-- -- --
-- -- --
1 1.33 
-- -- -- -- -- --
1 1.41 3 4.00 3 4.76 13 17.11 
-- -- -- -- -- --
2 3.17 1 1.32 
71 100.00 75 100.00 63 100.00 76 100.00 
-- -- - ~-
---- - - - - - - --- - - - --- ------
'--~ 
No. 
157 
58 
35 
11 
1 
20 
3 
285 
TOTAL 
Percent 
55.09 
20.35 
12.28 
3.86 
.35 
7.02 
1.05 
100.00 
Ul 
.I> 
35 
A summarization of the reasons graduates changed positions is 
found in Table X. Turnover resulting from the opportunity of securing 
a better position and a better salary may have a bearing on the 
frequencies found in Table IX. 
The graduates were asked to indicate their reasons for changing 
positions or stopping work. fifty-two of those who changed positions 
stated that they did so for a better position. A better salary was 
the second most important reason for changing positions. fifty-one 
graduates gave this as their reason. Many of those who changed 
positions checked both of the above, which seems to indicate that the 
better position automatically entailed a better salary. 
TABLE X 
REASONS GRADUATES OF ST. JOSEPH'S COMMERCIAL SCHOOL 
CHANGED POSITIONS OR STOPPED WORK 
Reason TOTAL 1959 1960 1961 
Batter position 52 26 14 5 
Better salary 51 24 14 B 
marriage 29 13 12 4 
Laid off 14 2 4 6 
Did not like fellow workers 11 2 4 3 
moved 8 4 2 1 
Lacked training for the job 7 2 4 1 
Pregnancy 6 4 2 
--
Needed at home 4 2 
--
2 
Returned to school 3 
--
1 1 
*Others: 10 2 4 2 
1962 
7 
5 
--
2 
2 
1 
--
--
--
1 
2 
*In each of the following categories, one graduate was involved: not 
putting education to use, did not like type of work, aggressive boss, 
poor conditions, unfair treatment, did not like working alone, no 
opportunity for advancement, low morals of employer, lack of experience, 
and moving of company. 
Table XI shows the job activities performed by all four 
classes taking part in the survey. Tables XIA, XIS, XIC, and XID 
(Appendix A) provide statistics on this subject by class, from 1959-
1962, inclusive. 
Tabulations for all the tables were based on the number of 
graduates in the classes doing some type of office work. Graduates 
not working in offices were not included. 
Similarity of responses can be noted in comparing the statistics 
found in the four tables in Appendix A. The lack of job experience 
by the members of the class of 1962 indicates possible lack of 
significance on a comparative basis with the other three classes. 
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The data shown in Table XI were basad on 247 of the 285 responses 
to the questionnaire. Thirty-eight of the graduates who answered the 
questionnaire were either not working, not working in offices, or not 
working full time. Their responses were therefore not considered in 
this tabulation. 
Filing ranked first as the most frequently performed job activity. 
One hundred seventy-nine, or 72.48 percent, of the graduates stated 
that they performed this job activity frequently. General typewriting 
was used by 177, or 71.66 percent, of the graduates. The third most 
frequently performed job activity by the graduates was the use of the 
adding machine. This was indicated by 166, or 67.21 percent, of the 
graduates who responded to the questionnaire. Since no office machines 
course was offered in the school at the time of the study, the operation 
of these machines must have been learned on the job. 
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According to their order of frequency of performance, other 
job activities listed were as followsa using the telephone, performing 
mailing activities, meeting callers, typing invoices and statements, 
using copying machines, doing bookkeeping, using duplicating machines, 
typing tabulated material, composing at the typewriter, performing 
banking activities, typing from rough drafts, transcribing shorthand, 
using the addressograph, doing payroll work, and transcribing from 
machines. 
Only 46, or 18.63 percent, of the graduates said they used 
shorthand frequently. This is a possible indication that, while they 
have been exposed to the course, they are not prepared for this type 
of work on the job. 
Adding machines, copying machines, and duplicating machines 
(not taught at ·St. Joseph's Commercial School) were used frequently 
on the job. 
TABLE XI 
JOB ACTIVITIES PERfORMED BY GRADUATES 
Of ST. JOSEPH'S COMMERCIAL SCHOOL 
Job activity Rank frequently Occasionally Seldom Never 
No. Percent No. Percent No. Percent No. 
filing 1.0 179 72.48 42 17.00 13 5.26 13 
General typewriting 2.0 177 71.66 37 14.98 20 8.10 13 
Using adding machine 3.0 166 67.21 42 17.00 12 4.86 27 
Using telephone 4.0 140 56.68 53 21.46 15 6.07 39 
Mailing activities s.o 133 53.85 44 17.81 21 8.50 49 
Meeting callers 6.0 lOB 43.73 44 17.81 24 9.72 71 
Typing invoices and statements 7.0 87 35.22 45 18.22 27 10.93 88 
Using copying machines 8.5 86 34.82 42 17.00 17 6.89 102 
Bookkeeping 8.s 86 34.82 28 11.33 20 8.10 113 
Using duplicating machines 10.0 80 32.39 38 15.38 18 7.29 111 
Typing tabulated material 11.0 56 22.67 79 31.99 39 15.79 73 
Composing at typewriter 12.0 50 20.24 65 26.32 44 17.81 88 
Banking activities 13.0 49 19.84 19 7.69 21 8.50 158 
Typing from rough drafts 14.0 48 19.43 46 18.63 38 15.38 115 
Transcribing shorthand 15.0 46 18.63 30 12.15 28 11.33 143 
Using addressograph 16.0 38 15.38 12 4.86 14 5.67 183 
Payroll work 17.0 36 14.58 17 6.88 17 6.88 177 
Machine transcription 18.0 27 10.93 16 6.48 18 7.29 186 
--- --·- - -- - -- - ·-- ----~ ---· -- ---~--- --'-' -- --
Percentages in this table are based on 247 responses. 
Thirty-eight graduates not working in offices, not working full time, or not working at all are not 
included in this tabulation. 
Percent 
5.26 
5.26 
10.93 
15.79 
19.84 
28.74 
35.63 
41.29 
45.75 
44.94 
29.55 
35.63 
63.97 
46.56 
57.89 
74.09 
71.66 
75.30 
-
"' m 
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The graduates were asked to list any subject or subjects not 
presently offered at St. Joseph's Commercial School for which they 
felt a distinct need on the job. Table XII shows the number of 
graduates who made recommendations for added subjects. The need 
for an office machines course seems evident. One hundred and thirty-
three, or 46.67 percent, of the graduates indicated that they could 
have profited from a course in office machines. 
Table XI shows that the use of adding machines ranks third in 
the list of eighteen job activities performed frequently. This 
indicates that the ability to use machines is expected of office 
beginners, and a course of this type would be very practical for job 
preparation. 
TABLE XII 
NUMBER Of GRADUATES Of ST. JOSEPH'S COMMERCIAL SCHOOL 
RECOMMENDING SUBJECTS NOT PRESENTLY OffERED 
Subject TOTAL 1959 1960 1961 
Office machines 133 34 36 26 
Business Law 33 9 10 5 
Record Keeping 31 12 9 5 
Social Studies 16 4 2 2 
Economics 13 7 
--
4 
Consumer Economics 9 3 2 2 
1962 
37 
9 
5 
4 
2 
2 
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Table XIII shows a list of the subjects offered in St. Joseph's 
Commercial School for which all four classes of graduates found they 
had had adequate training or for which they felt the need for greater 
emphasis at St. Joseph's Commercial School. Tables XIIIA, XIIIB, 
XIIIC, and XIIID (Appendix B) provide statistics on this subject by 
class, from 1959-1962, inclusive. 
The data in Table XIII are basad on the entire 285 responses 
received from the graduates. 
Table XIII indicates that 171, or 60.00 percent, of the 285 
graduates responding to the questionnaire felt they would have profited 
from greater emphasis in office practice. The English course was 
broken down into four separate sections& vocabulary, usage, composition, 
and spelling. One hundred and nineteen, or 41.75 percent, of the 
respondents believed that more emphasis could have been given to 
vocabulary; 90, or 31.58 percent, felt a need for more emphasis on 
composition; 84, or 29.47 percent, stated that mora emphasis was needed 
in both usage and spelling. 
Only 17, or 5.96 percent, of the graduates found a need for more 
emphasis in typewriting. This would seem to indicate that the 
typewriting course offered at St. Joseph's Commercial School provides 
adequate training for the beginner in office work. 
One hundred and sixty-seven, or 58.60 percent, stated that they 
felt they ware adequately trained in stenography. According to Table XI, 
143, or 57.89 percent, of the graduates did not use shorthand. 
TABLE XIII 
SUBJECTS OffERED I N ST. JOSEPH'S COMMERCIAL SCHOOL FOR WHICH 
GRADUATES FOUND THEY HAD ADEQUATE TRAINING OR FOR 
WHICH GREATER EMPHASIS WAS NEEDED 
Mora Emphasis Adequate No 
Subject Needed Training Response 
41 
No. Percent ·No. Percent No. Percent 
Office Practice 171 60.00 57 20.00 57 20.00 
Vocabulary 119 41.75 101 35.44 65 22.81 
English composition 90 31.58 112 39.30 83 29.12 
English usage 84 29.47 128 44.91 73 25.61 
Spelling 84 29.47 132 46.32 69 24.21 
Stenography 47 16.49 161 58.60 7l 24.91 
Bookkeeping 40 14.04 175 61.40 70 24.56 
Business Math 31 10.88 184 64.56 70 24.56 
filing 31 10.88 195 68.42 59 20.70 
General Business 31 10.88 176 61.75 78 27.37 
Typewriting 17 5.96 213 74.74 55 19.30 
The job status of the 285 graduates who responded to the questionnaire 
is shown in Table XIV. One hundred ninety-five, or 68.42 percent, of the 
graduates were working full time. Thirty-nine, or 13.68 percent, were 
keeping house. Twenty-two, or 7.71 percent, stated that they were seeking 
a job. Sixteen of this number were from the class of 1962. Having been 
graduated just three months prior to receiving the questionnaire, it is 
probable that more of these graduates were successful in obtaining 
employment in the fall, shortly after returning the questionnaire. 
Only nine, or 3.16 percent, indicated that they were attending part-
time evening schools and working full time. four, or 1.41 percent, stated 
that they were attending full-time school. This is as expected, since 
those who attend St. Joseph's Commercial School usually intend to terminate 
their education with the two-year business program. 
TABLE XIV 
JOB STATUS Of GRADUATES Of ST. JOSEPH'S COMMERCIAL SCHOOL 
TOTAL 1959 1960 
Status 
No. Percent No. Percent No. Percent No. 
Working full time 195 6B.42 47 66.20 54 72.00 46 
Keeping house 39 13.6B 16 22.53 13 17.34 7 
Seeking a job 22 7.71 1 1.41 4 5.34 1 
Working full time and 
attending part-time school 9 3.16 2 2.82 1 1.33 5 
Working both full time and 
part time 5 1.75 3 4.33 
-- -- --
1 
Working part time 4 1.41 
-- -- -- -- -- -- --Attending school 4 1.41 
-- -- --
1 1.33 2 
Working full time and 
keeping house 4 1.41 1 1.41 1 1.33 1 
Working part time and 
keeping house 1 .35 1 1.41 
-- -- -- --
Status not indicated 2 .70 
-- -- --
1 1.33 
--
TOTAL 285 100.00 71 100.00 75 l-00.00 63 
~-~---~-'-----~-- ----- L........_____. __ ~ ~ ~~-- ------- - -- -- ~-- -
1961 
Percent No. 
73.03 48 
11.11 3 
1.58 16 
7.94 1 
1.59 1 
-- --
4 
3.17 1 
1.59 1 
-- -- --
-- --
1 
100.00 76 
1962 
Percent 
63.15 
3.94 
21.05 
1.32 
1.32 
5.26 
1.32 
1.32 
-- --
1.33 
100.00 
,f). 
N 
The number of graduates of St. Joseph's Commercial Scheel who 
continued their education since graduation is shewn in Table XV. 
Only three, or 1.05 percent, finished high school and received 
a high school diploma. four, or 1.40 percent, of the graduates 
attended some ether full-time school. Twenty-one, or 7.37 percent, 
of the students answering the questionnaire attended adult evening 
school classes. Some of these students mentioned that they were 
studying fer a high school diploma. 
43 
forty-three of the graduates, or 15.09 percent, stated that they 
had taken individual courses at business institutes or training 
centers, such as IBM or switchboard training schools. Three, or 1.05 
percent, attended job-training schools conducted by the businesses in 
which they were employed. 
Sines the questionnaire was mailed early in September before 
evening school classes fer the fall semester had begun, it is probable 
that more of the members of the class of 1962 attended these classes. 
Because the members of this class received the questionnaire only 
three months after graduation, the data shown in Table XV fer this 
class are not significant. 
As shown in the table, 211, or 74.04 percent, of the 285 graduates 
who answered the questionnaire did net ~ontinue their education after 
graduating from St. Joseph's Commercial Scheel. 
TABLE XV 
NUMBER or GRADUATES or ST. JOSEPH'S COMMERCIAL SCHOOL 
WHO CONTINUED EDUCATION SINCE GRADUATION 
TOTAL 1959 1960 
Post-Commercial School Status 
No. Percent No. Percent No. Percent 
Received high-school diploma 3 1.05 1 1.41 
-- -- --
Attended full-time school 4 1.40 
-- -- --
1 1.33 
Attended evening school 21 7.37 2 2.82 
--
.... --
Took individual courses 43 15.09 21 29.58 17 22.67 
Attended job-training school 3 1.05 
-- -- -- -- -- --
Did not continue education 211 74.04 47 66.19 57 76.00 
TOTAL 285 100.00 71 100.00 75 100.00 
No. 
2 
2 
10 
2 
1 
46 
63 
- ----- ------ -- --- · - --
-
- - -- -- -- --· ---- -- ---
- -- --
- --- ~ ---~--- ---
--- -- ---- -
-~~--- --- ----- ~ 
1961 
Percent No. 
3.17 
--
3.17 1 
15.87 9 
3.17 3 
1.59 2 
73.02 61 
100.00 76 
~ --- - · ---··· - -
1962 
Percent 
-- ---
1.32 
11.84 
3.95 
2.63 
80.26 
100.00 
~-
~ 
~ 
Table XVI indicates the types of businesses in which graduates 
of St. Joseph's Commercial School had been employed in the Rochester 
area. Since many of the graduates answering the questionnaire had 
held several positions since graduation, and since all positions 
were included, totals by graduating class would have no meaning and 
therefore were not included in the tabla. 
A total of the four classes was shown in order to indicate the 
frequencies and to establish a ranking by classification. 
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manufacturers had employed 91 of the 285 graduates participating 
in this survey. This is to be expected since Rochester is a 
manufacturing area. Insurance offices ranked second, having employed 
76 of the graduates. The next ten business types in order of frequency 
of employment were• retailers, distributors, medical offices, banks, 
credit and finance establishments, wholesalers, law offices, and 
publishers and advertisers. 
Less than ten graduates worked in each of the following types 
of businesses• public utilities, laundries, · civil service, church 
offices, and chambers of commerce. 
TABLE XVI 
TYPES Of BUSINESSES IN WHICH GRADUATES 
Of ST. JOSEPH'S COMMERCIAL SCHOOL 
HAD BEEN EMPLOYED 
Type of business Rank Total 1959 1960 
Manufacturing 1.0 91 30 29 
Insurance 2.0 76 28 20 
Retailing 3.0 66 36 17 
Distributing 4.0 38 l8 15 
Medical 5.0 24 9 3 
Banking 6.0 21 5 10 
Credit and finance 7.0 14 6 8 
Wholesaling 8.o 13 3 3 
Law 9.5 12 1 1 
Publishing and advertising 9.5 12 3 4 
Public utili ties 11.0 10 4 2 
Laundries 12.0 8 3 1 
Civil service 13.0 7 2 1 
Churches 14.5 3 2 
--Chambers of commerce 14.5 3 
--
3 
1961 
23 
17 
5 
9 
5 
2 
--
3 
3 
5 
3 
3 
3 
1 
--
The graduates were asked to note their suggestions for the 
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1962 
9 
11 
8 
6 
7 
4 
--4 
7 
--
1 
1 
1 
--
--
improvement of St. Joseph's Commercial School. Table XVII lists the 
suggestions given. A total of 92, or 32.21 percent, of those answering 
the questionnaire offered 108 suggestions. Thirty-four, or 11.93 percent, 
suggested adding one or two years to the program. Many of these graduates 
added that this would solve the underage problem which they had encountered 
when applying for a position. 
Thirty-one, or 10.88 percent, of the graduates stressed more 
training on office machines. One of the graduates of the class of 1960 
had this to say regarding the possible inclusion of an office machines 
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courses "I found I did not have the knowledge of the common office 
business machines my bosses thought I should have." 
Thirteen, or 4.56 percent, of the graduates said that stress on 
English usage and vocabulary improvement would prove helpful. Other 
suggestions, in order of frequency, were as followsa More office-
style dictation, office etiquette courses, bringing in outside 
speakers, lengthening the school day, having stricter entrance 
requirements regarding scholastic ability and age limit, and more 
stress on accuracy on the job. 
Two graduates suggested introducing a health program. Suggestions 
for a model office set-up were offered by two others, and two 
mentioned that they had not had enough training in making neat erasures 
or in changing typewriter ribbons. 
Other suggestions wares adding a language course, adding 
bookkeeping II, and adding business law. 
Those who suggested lengthening the school program made comments 
similar to the followings 
I think St. Joseph 1s Commercial School should be a regular 
four-year high school with New York State credit because, 
when one is looking for a job, one of the first requirements 
is that he have a high school diploma. 
Concerning the age-level of graduates, one of the members of the 
class of 1959, who graduated at 16 years of age, made this comment& 
I firmly believe that St. Joseph 1 e should be a four-year 
school for I feel that two years is not enough when dealing 
with people in the business world ••• I found that my 
employer would not have hired me if it weren•t for a friend 
who had recommended me, because he did not think that a 16-year 
old could carry out responsibilities that an older person could. 
-TABLE XVII 
SUGGESTIONS OffERED BY THE GRADUATES Of ST. JOSEPH'S 
COMMERCIAL SCHOOL fOR THE IMPROVEMENT 
Of COURSES OffERED IN THE SCHOOL 
Suggestion Rank TOTAL l95g 1960 
Lengthen school program 1.0 34 12 14 
More training on office machines 2.0 31 6 9 
Add English improvement courses 3.0 13 2 4 
More office-style dictation 4.0 6 
-- --
Add office etiquette course 5.0 5 1 4 
Bring in outside speakers 6.0 3 
--
3 
Longer school day 9.5 2 
--
2 
Stricter entrance requirements 9.5 2 
-- --
More stress on accuracy 9.5 2 
-- --
Set up health program 9.5 2 
-- --
Modal office set-up 9.5 2 
-- --
More traini~g in how to make erasures 9.5 2 
-- --
More practice in changing ribbons 14.5 1 
-- --Add language course 14.5 l 1 
--
Add Bookkeeping II 14.5 1 1 
--
Add Business Law 14.5 l l 
--
Number of suggestions offered lOB 24 36 
Number of students offering suggestions 92 22 28 
1961 
4 
5 
4 
2 
--
--
--
2 
2 
--
--
--
--
--
--
--
19 
15 
1962 
4 
11 
3 
4 
--
--
--
--
--
2 
2 
2 
l 
--
--
--
29 
27 ,.. 
Q) 
49 
The suggestions received from the graduates as shown in Table XVII 
would indicate that the lack of a high school diploma, lack of maturity, 
and an inadequate course in the use of office machines ware the major 
problems encountered when applying for first positions. 
It would seem that soma of the graduates who had had a year or two 
of high school training before enrolling in St. Joseph's Commercial 
School did not have as much difficulty in securing a position as those 
who had come directly from elementary school. 
Concerning high school training, a graduate of the class of 1959 
commented I 
The only suggestion. I might have is that any girl contemplating 
attending St. Joseph's Commercial School have at least one year 
of training at a high school. I do not feel the majority of 
the girls right out of grammar school are equipped sufficiently 
to be out in the working world in two years. 
Table XVIII shows a comparison of the salaries received by the 
graduates of St. Joseph's Commercial School at the time they obtained 
their first positions and at the time of the study. The percentages 
shown in this table are based on the number of graduates from each class 
who responded to this question. 
The lowest starting salary per week ranged between $31 and $35. 
This was received by 6, or 2.33 percent, of the total number of graduates 
responding to this question. The highest starting salary received by any 
of the graduates was between $96 and $100 per week. This was received by 
one, or .39 percent, of the total number of graduates. The modal starting 
salary received was in the 546-$50 interval. The highest salary at the 
time of the study was between $101 and $105 per week. This was received 
by one, or .39 percent, of the graduates. The modal salary at the time 
of the study ranged between $56 and $60 per week. 
Gross 
Salary 
Per Weak 
in Dollars 
101-105 
96-100 
91- 95 
86- 90 
81- 85 
76- 80 
71- 75 
66- 70 
61- 65 
56- 60 
51- 55 
46- 50 
41- 45 
36--"40 
31- 35 
Not working 
Not stated 
TOTAL 
TABLE XVIII 
COMPARISON Of SALARIES RECEI VED BY GRADUATES Of ST. JOSEPH'S CO MMERCIAL SCHOOL 
UPON STARTING fiRST POSITION AND AT THE TIME Of THE STUDY 
TOTAL 1959 1960 1961 
Starting *Present Starting I Present Starting Present Starting Present 
No **% No. % No % No % No. % No % No % No % 
-- -.;~ I 1 .39 -- - -- -- - -- -- - -- 1 1.43 -- - -- -- - --1 .. 
-- - -- -- - -- -- - --
1 1.43 
-- - -- -- - -- -- - --I 
-- - -- i -- - -- -- - -- -- - -- -- - -- -- - -- -- - -- -- - --
-- - -- I 4 1.55 -- - -- 1 1.45 -- - -- 2 2.85 -- - -- 1 1.72 
-- - -- I 4 1.55 -- - -- 1 1.45 -- I - -- 1 1.43 -- - -- 2 3.45 
1 
.39 1 8 3.10 -- - -- 2 2.90 -~ I 1.43 4 5.72 -- - -- 2 3.45 1 .39 10 3.87 -- - -- 5 7.25 - -- 2 2.86 1 1.69 3 5.17 
5 1.95 il 21 8.14 1 1.47 11 15.94 2 2.85 4 5.72 1 1.69 3 ' 5.17 
6 2.33 . 43 16.67 
-- - --
16 23.19 1 1.43 13 18.54 3 5.09 9 : 15.52 
25 9.73 ' 51 19.77 4 5.88 16 23.19 3 4.28 14 .20.00 9 15.25 11 1 18.97 
38 14.79 47 18.22 9 13.24 8 11.59 9 ' 12.86 14 20.00 9 15.25 13 ' 22.42 
74 28.79 46 17.83 11 16.18 7 i 10.14 23 32.86 10 14.29 16 27.12 10 1 17.24 
73 28.40 16 6.20 26 38.23 1 1.45 23 32.86 4 5.72 15 25.43 3 5.17 
27 10.51 I 6 2.32 16 23.53 1 1.45 6 ' 8.57 l ; 1.43 2 3.39 1 1.72 
6 2.33 I 1 .39 1 1.47 -- - -- 1 1.43 -- - -- 3 5.09 -- - --
20 20 1 1 3 J 3 3 3 
8 7 2 1 2 j 2 1 2 
~85 100.00 ~85 100.00 71 100.00 71 100.00 75 ,100.00 75 100.00 63 100.00 63 100.00 
- --- -- '---
*" Present" means at the time of the study 
**Percentages in this table based on number of responses given 
1962 
Starting 
No % 
-- - --
-- - --
-- - --
-- - --
-- - --
-- - --
-- - --
1 1.67 
2 3.33 
9 15.00 
11 18.33 
24 40.00 
9 15.00 
3 5.00 
1 1.67 
13 
3 
76 100.00 
Present 
No 
--
--
--
--
--
--
--
3 
5 
10 
12 
19 
I 8 
I i 
13 
2 
76 
% 
- --
- --
- --
- --
- --
- --
- --
4.92 
8.20 
16.39 
19.67 
31.15 
13.11 
4.92 
1.64 
100.00 
c.n 
0 
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The average starting salary by classes was as follows: 
Class of 1959, $45.06 per week; Class of 1960, $48.29 per week; Class 
of 1961, $48.32 per week; Class of 1962, $49.75 per week. A slight 
increase in starting salaries is noticeable over the period of four 
years. 
The average salary by classes at the time the questionnaire was 
completed was as follows& Class of 1959, $61.13 per week; Class of 
1960, $56.60 per week; Class of 1961, $53.97 per week; Class of 1962, 
$51.44 per week. 
The highest average salary was found, as would be expected, in 
the class having the longest experience. One might assume that the 
graduates increased their knowledge and skill on the job and received 
advancements and promotions accordingly. 
figure 1 shows the comparison of graduates' starting salaries 
and salaries at the time of the study. According to the Bureau of the 
1 Census, median earnings and income of females doing clerical and 
kindred work during 1961 reached $2,835. The median salary of the 
258 graduates who responded to the question concerning salaries 
is in the $56-$60 per week interval (approximately $3,000 a year). 
This is comparable to the median reported by the Bureau of the Census. 
1The National Industrial Conference Board, Inc., New York, New Yorka 
Road Maps of Industry, No. 1399, October 19, 1962. 
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Data Obtained from School Files 
As shown in Table XIX, many of the students who attended St. 
Joseph's Commercial School have had some high school training before 
transferring to the business school program. Ninety-three, or 32.63 
percent, of the 285 graduates who answered the questionnaire had one 
year of high school studies before enrolling in St. Joseph's Commercial 
School. Fifty-six, or 19.65 percent, of those participating in the 
survey had two years of high school prior to entering St. Joseph's 
Commercial School. Only two, or .7 percent, had finished three years 
of high school before entering St . Joseph's Commercial School. 
One hundred and thirty-four, or 47.02 percent, had entered directly 
from the elementary school and had bean graduated in two years. 
There is an important difference in the percentage of students 
having no previous high school training in the classes of 1961 and 1962, 
as compared to the high school background of the students of the classes 
of 1959 and 1960. In the class of 1959, 36, or 50.71 percent, of the 
class had no high school training before coming to St. Joseph's 
Commercial School, and 45, or 60 percent, of the class of 1960 had no 
previous high school training. 
When the Board of Education requested that only students who had 
reached the age of fifteen years by June l of the year of acceptance 
be taken, the percentage of those not having any high school training 
declined to about 36.51 percent in the class of 1961, and to about 
39.47 percent in the class of 1962. 
No. of Years 
No. 
None 134 
One 93 
Two 56 
Three 2 
TOTAL 285 
TABLE XIX 
HIGH SCHOOL TRAINING STATUS Ot STUDENTS PRIOR TO 
ENTERING ST. JOSEPH'S commERCIAL SCHOOL 
TOTAL 1959 1960 
Percent No. Percent No. Percent No. 
47.02 36 50.71 45 60.00 23 
32.63 24 33.80 23 30.67 21 
19.65 11 15.49 7 9.33 17 
.70 
-- -- -- -- -- --
2 
100.00 71 100.00 75 100.00 63 
1961 
Percent 
36.51 
33.33 
26.99 
3.17 
--~~ _ ~ ~ _ _1--=-= __ L -~--~ _ J . - l -~ ~-----~ L~ ~=-~~~---1 --~- 1 100.00 
No. 
30 
25 
21 
--
76 
1962 
Percent 
39.47 
32.90 
27.63 
-- --
100.00 
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TABLE XX 
RESPONSES TO CHECKLISTS SENT TO MEMBERS Of THE ROCHESTER CHAPTER 
Of THE NATIONAL OffiCE MANAGEMENT ASSOCIATION 
Time Number Percent of Received Returns 
first month 24 42.86 
follow-up 19 33.93 
No Response 13 23.21 
TOTAL 56 100.00 
56 
Table XXI lists the types of businesses in which the members of the 
National Office Management Association held executive positions at the 
time of the survey. (The names of the companies participating in the 
survey may be found in Appendix c.) 
Twenty-two, ·or 51.16 percent, of the companies ware classified 
as manufacturers. Six, or 13.95 percent, of the responses were received 
from banking and investment firms. Three, or 6.97 percent, of the 
responses came from wholesalers and distributors, and three, or 6.97 
percent, were received from chain and department stores (one of which 
is the home office of a nation-wide chain, having 128 stores across the 
country). 
Public utilities and educational establishments were represented 
by two, or 4.65 percent, each. The following types of businesses ware 
represented by one company eachs hospitals, hauling and erecting 
concerns, general contracting, insurance, and meat packing. 
TABLE XXI 
TYPES Of BUSINESSES CONDUCTED BY COMPANIES 
PARTICIPATING IN THE SURVEY 
Business Number 
Manufacturers 22 
Bankers and investment counselors 6 
Wholesalers and distributors 3 
Chain and department stores 3 
Public utili ties 2 
Educational institutions 2 
Hospitals 1 
Hauling and erecting concerns 1 
General contractors 1 
Insurance houses 1 
Meat packers 1 
TOTAL 43 
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Percent 
51.16 
13.95 
6.97 
6.97 
4.65 
4.65 
2.33 
2.33 
2.33 
2.33 
2.33 
100.00 
The positions held by the members of the National Office Management 
Association in the companies participating in the survey are listed 
according to rank in Table XXII. 
fifteen, or 34.88 percent, of the 43 members of the National Office 
Management Association who completed the checklists were office managers. 
Seven, or 16.28 percent, of the checklists ware filled out by personnel 
directors. Six, or 13.95 percent, of the members held the office of 
controller. The treasurers of four companies, or 9.30 percent, filled 
out the checklists. Three, or 6.97 percent, of the total checklists 
received were from auditors, and three were from vice presidents. 
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One each was received from members holding the following officess 
assistant professor, assistant treasurer, assistant vice president, 
administration service manager, and industrial relations manager. 
The positions held by the members of the National Office Management 
Association in the companies responding to the checklist indicate that 
the members have had considerable business experience. The positions 
listed may also be an indication of the size of the establishments 
participating in the survey, since business conducted on a small scale 
would not warrant many of these positions. 
TABLE XXII 
OFFICES HELD BY NATIONAL OFFICE MANAGEMENT ASSOCIATION 
MEMBERS WHO ANSWERED CHECKLIST 
Office Number Percent 
Office managers 15 34.88 
Personnel directors 7 16.28 
Controllers 6 13.95 
Treasurers 4 9.30 
Auditors 3 6.97 
Vice Presidents 3 6.97 
Assistant Professor l 2.33 
Assistant Treasurer 1 2.33 
Assistant Vice President 1 2.33 
Administration Service Manager l 2.33 
Industrial Relations Manager 1 2.33 
TOTAL 43 100.00 
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The sources used by the companies in obtaining employees is shown 
in Table XXIII. Since most of the companies obtained employees from 
more than one source, totals are not indicated on this table. 
Both personal applications and private employment agencies were 
checked as sources for recruiting employees by 31, or 72.09 percent, 
of the companies responding to the checklist. The state employment 
agency was the next greatest source for obtaining beginners in office 
work and was listed by 30, or 69.77 percent, of the respondents. 
Twenty-four, or 55.81 percent, of the companies used the schools as 
a source of obtaining employees. 
Twenty-three, or 53.48 percent, of the companies indicated that 
newspaper advertisements were a source; 17, or 39.53 percent, indicated 
friends or relatives; 3, or 6.98 percent, said that other employees 
were a source of obtaining new employees. 
TABLE XXIII 
SOURCES USED BY RESPONDING COMPANIES 
TO OBTAIN EMPLOYEES 
Source 
Personal applications 
Private employment agencies 
State employment agency 
Schools 
Newspaper advertisements 
Friends or relatives 
Other employees 
Number 
31 
31 
30 
24 
23 
17 
3 
Percent 
72.09 
72.09 
69.77 
55.81 
53.48 
39.53 
6.98 
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In addition to the sources used to obtain employees listed in 
Table XXIII, the following sources were indicated by one company eacha 
other departments, business schools, walk-in traffic, recruiting off 
premises, and civil service. 
Since more than 50 percent of the companies checked personal 
application, private employment agencies, state employment agency, 
and newspaper advertisements as sources for obtaining employees, this 
would indicate that students should be urged to use these means for 
finding positions upon graduation. 
The writer had an interview with Miss Grace Murray, Supervisor 
of the Youth Employment Program of the New York State Employment Service, 
to secure information concerning the number of high school graduates 
tested and placed in positions by that agency for the school year of 
1962. St. Joseph's Commercial School is not classified as a high 
school, and graduates of this school placed by the New York State 
Employment Agency are not included in the statistics shown in Appendix D. 
Twenty-three, or 53.49 percent, of the companies responding to 
the checklist answered "yes" to question No. 121 "Do you contact the 
school before hiring a beginner?" Table XXIV provides data based on 
the 23 positive responses received on this question. 
Scholastic records and attendance records were the chief data 
obtained from the school. Recommendations of teachers, personal records, 
and record of activities rank next in order of frequency. 
One of the office managers who did not answer question No. 12 
on the checklist stated that the information sought depended entirely 
on the nature of the position available. 
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Other types of information sought from the school (added by the 
respondents) werea any other available information, test scores, and 
all that can be obtained from the guidance counselor. 
Nineteen, or 44.18 percent, of the companies said they do not 
contact the school before hiring a beginner. This might indicate that 
these companies depend upon the results obtained from pre-employment 
tests given the applicant and upon the impressions received during 
interviews. 
TABLE XXIV 
INfORmATION OBTAINED fROm SCHOOLS 
BEfORE HIRING BEGINNERS 
Data 
Scholastic records 
Attendance records 
Recommendations of teachers 
Personal records 
Record of activities 
Number 
22 
21 
17 
17 
14 
*Percent 
95.65 
91.30 
73.91 
73.91 
60.87 
*Percentage based on 23, the number of companies responding "yes" 
to question No. 12. 
Table XXV shows the number of companies willing or unwilling to 
employ a beginner who has not completed a four-year high school course. 
Twenty-nine, or 67.44 percent, of the respondents were unwilling 
to hire beginners in their business establishments if the beginners 
had not completed a four-year high school course. Twenty-three of this 
number made comments regarding their unwillingness to hire undergraduates. 
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One typical comment was that the four-year high school graduate 
barely met standards and requirements; another from one of the largest 
corporations in the area, was that promotional opportunities were not 
available for non-graduates. 
One bank stated that a high school diploma was required as a 
minimum because they felt the public feels more secure in dealing 
with older employees. 
More than 50 percent of the respondents who stated that they were 
unwilling to hire a beginner without a high school diploma commented 
on the lack of maturity of those without a well-rounded education. 
Twelve, or 27.91 percent, of the businessmen stated that their 
companies were willing to hire a beginner without a four-year high 
school diploma. Eleven of these twelve wrote comments concerning 
their willingness to hire an undergraduate. Three stated that they 
hired undergraduates if they passed the employment tests. Two 
businessmen stated that they relied entirely on the interview. Four 
said they hired beginners without a high school diploma if they were 
able to do the work the job required. One respondent stated that he 
hired beginners without four years of high school if they were 
willing to learn on the job. 
Another comment was that an undergraduate was hired "if his 
educational background were suitable." This may imply that, although 
the beginner did not graduate from a four-year high school, he had 
obtained sufficient courses to fill the job requirements. 
TABLE XXV 
NUMBER OF COMPANIES WILLING OR UNWILLING TO EMPLOY A BEGINNER 
WHO HAS NOT COMPLETED A FOUR-YEAR HIGH SCHOOL 
PROGRAM BUT WHO HAS HAD SOME BUSINESS 
COURSES ON SECONDARY SCHOOL LEVEL 
Response Number Percent 
Willing 12 27.91 
Unwilling 29 67.44 
No response 2 4.65 
TOTAL 43 100.00 
63 
from the comments given by businessmen who were willing or unwilling 
to hire beginners without a four-year high school diploma, it would seem 
that those who were willing to hire beginners without a four-year high 
school diploma qualified their acceptance for employment, acceptance 
being dependent upon the intelligence and training of the beginner. 
The minimum age for employment in the 43 companies participating 
in the survey is shown in Table XXVI. 
Eighteen years was the average minimum age required by respondents 
for hiring beginners. Only 9, or 20.93 percent, of the businessmen 
stated that they were willing to hire someone under the age of 18 years. 
Twenty-five, or 58.13 percent, of the respondents said they expected 
beginners to be at least 18 years of age. Three, or 6.98 percent, wanted 
beginners at a minimum age of 19 years. Two, or 4.65 percent, stated 
20 years as the minimum age for beginners in their companies, and 3, 
or 6.98 percent, listed 21 years as the minimum. One company indicated 
the minimum age for a beginner as 25 years. 
TABLE XXVI 
MINIMUM AGE OF BEGINNERS FOR EMPLOYMENT IN BUSINESS FIRMS 
PARTICIPATING IN THE SURVEY 
Age 
16 
17 
18 
19 
20 
21 
25 
TOTAL 
Number 
1 
8 
25 
3 
2 
3 
1 
43 
Percent 
2.33 
18.60 
58.13 
6.98 
4.65 
6.98 
2.33 
100.00 
As observed in Table XXVI, 18 years was the average minimum age 
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required by respondents for hiring beginners. Several of the respondents 
who said they wanted beginners in office work at a minimum of 19, 20, 
or 21 years of age had also checked the education level required for 
beginners in office employment beyond the high school level for most of 
the positions listed in Table XXVIII. 
One company commented: ''We would hire a beginner at 17 or l8 
years of age for the jobs of messengers or typists, but expect 
secretaries to be high school graduates with additional courses in 
business school or junior college." 
Another respondent commented: "Age depends entirely on the job 
to be filled." 
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Table XXVII shows the types of application tests given to beginners 
before hiring by companies participating in the survey. Totals were 
not shown in this table because many of the companies indicated that 
they used several types of tests, depending upon the job opening to be 
filled. 
Thirty-two, or 74.42 percent, of the 43 companies participating in 
the survey said they used pre-employment testing, and 11, or 25.58 
percent, of the companies said they did not usa any type of pre-employment 
testing. The percentages in the table are based on the 32 companies 
whose answers indicated that pre-employment testing was used. 
Typewriting was most frequently tested before employment. Twenty-
nine, or 90.63 percent, of the 32 companies who used pre-employment 
testing stated that they tested typewriting • . Shorthand skill was tested 
by 18, or 56.25 percent, of the companies. General ability and 
arithmetic were tested by 50 percent of the companies. General aptitude 
tests ware given by 15, or 46.88 percent, and English and spelling were 
tasted by 14, or 43.75 percent. 
TABLE XXVII 
TYPES OF JOB APPLICATION TESTS GIVEN TO BEGINNERS BY 
COMPANIES USING PRE-EMPLOYMENT TESTING 
Test Number Percent 
Typewriting 29 90.63 
Shorthand 18 56.25 
General ability 16 50.00 
Arithmetic 16 50.00 
Aptitude 15 46.88 
English 14 43.75 
Spelling 14 43.75 
None of the respondents checked the National Business Entrance 
Test as being used by their companies for pre-employment testing. 
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Two, or 6.25 percent, indicated that they tested in keypunch before 
hiring for this position. The following testing areas were indicated 
by one company eacha data processing, IBM clerical apt itude, filing, 
general interest, and California Capacity for non-language and language. 
These data would indicate that employers expected beginners to be 
prepared for testing in the skill subjects of shorthand and typewriting 
and to have a good general background in arithmetic and English before 
applying for employment. 
Table XXVIII shows the level of education required of beginners 
in various types of office jobs in responding companies. Percentages 
in this table were based on responses given by the 43 companies 
participating in the survey. However, in several of the companies 
where all of the types of jobs listed were not available, the level of 
education was not checked. 
More than 50 percent of the companies required a four-year high 
school education of beginners in all the jobs listed except that of 
secretary in which 20, or 46.51 percent, required two years of business 
college, and two, or 4.65 percent, r~quired four years of college for 
this job. Bookkeeping was listed by 10, or 23.25 percent, as a job 
requiring two years of business college. Two companies, or 4.65 percent, 
required four years of college for bookkeepers. 
Ten, , or 23.26 percent, required two years of business college for 
stenographers. Six, or 13.95 percent, of the companies responding to 
the checklist required two years of business college training for 
beginners hired as payroll clerks. 
TABLE XXVIII 
LEVEL Of EDUCATION REQUIRED fOR BEGINNERS IN OffiCE EMPLOYMENT 
BY COMPANIES PARTICIPATING IN THE SURVEY 
*Two-year four-year Two-year four-year 
business high school business college college 
program program program program 
Job 
No. Percent No. Percent No. Percent No. Percent 
Bookkeeper 3 6.98 25 58.14 10 23.25 2 4.65 
Calculator operator 4 9.30 25 58.14 1 2.33 
-- -- --
Duplicator operator 8 18.60 23 53.49 
-- -- -- -- -- --
file clerk 10 23.26 29 67.44 
-- -- -- -- -- --
General clerical worker 8 18.60 29 67.44 1 2.33 
-- -- --
Keypunch operator 4 9.30 24 55.81 1 2.33 
-- -- --
Mail clerk 10 23.26 24 55.81 
-- -- -- -- -- --
Payroll clerk 2 4.65 27 62.79 6 13.95 
-- -- --· Secretary 2 4.65 17 39.54 20 46.51 2 4.65 
Stenographer 2 4.65 25 58.14 10 23.26 
-- -- --
Switchboard operator 3 6.98 32 74.41 1 2.33 
-- -- --
Transcriber from machine 3 6.98 I 30 69.76 3 6.98 -- -- --
*Without high school diploma, similar to program offered at St. Joseph's Commercial School 
No Response 
No . Percent 
3 6.98 
13 30.23 
12 27.91 
4 9.30 
5 11.63 
14 32.56 
9 20.93 
8 18.61 
2 4.65 
6 13.95 
7 16.28 
7 16.28 
0\ 
...,J 
The data in Table XXVIII would indicate that the jobs of 
secretary, stenographer, bookkeeper, and payroll clerk required a 
somewhat higher level of education than did the other jobs listed. 
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Ten companies, or 23.26 percent, of the 43 companies participating 
in the survey checked two-year business school as the requirement for 
file clerks and mail clerks. Eight, or 18.60 percent, of the companies 
required the minimum of two years of business school for general 
clerical workers and duplicator operators. four companies, or 9.30 
percent, checked the two-year business school as the required level of 
education for calculator operators and keypunch operators. Only three 
listed this level of education for beginning switchboard operators and 
machine transcribers. 
Only two, or 4.65 percent, said they required two years of business 
school education for payroll clerks, secretaries, and stenographers. 
One of the businessmen who checked four-year high school as a 
requirement for switchboard operators indicated that additional 
training was needed. Three of the companies stated that secretaries 
and stenographers required experience in addition to four years of 
high school. One respondent commented that some of these positions 
were obtained on a promotional basis; another commented that the 
position of secretary or stenographer should come through "internal 
promotion." 
One respondent checked the two-year business school as the level 
of education required for each of the jobs listed on the checklist, 
but noted that the company relied on its own tests and on interviews. 
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Table XXIX indicates the extent of importance placed on personal 
qualifications and requirements by the members of the National Office 
Management Association who answered the checklist for the 43 companies 
participating in the survey. 
As shown in Table XXIX, businessmen, with few exceptions, consider 
personal qualifications important, if not very important. Accuracy of 
work ranked first in frequency for being very important in office work. 
Thirty-nine, or 90.70 percent, of the 43 companies considered this 
qualification very important. Only four, or 9.30 percent, checked this 
as important. Nona considered accuracy unimportant. 
Dependability ranked second as very important for beginners in 
office work. Thirty-six, or 83.72 percent, of the companies considered 
dependability very important; 7, or 16.28 percent, checked dependability 
as important. 
The third qualification considered to be very important for 
beginners is co-operation. This was checked by 32, or 74.42 percent, 
of those answering the checklist. Eleven, or 25.58 percent, believed 
co-operation to be important. 
More than 50 percent of the companies considered the additional 
qualities vary important& honesty, punctuality, neatness of work, and 
interest. More then 50 percent checked the following as important, if 
n9t very important: tactfulness, initiative, personal appearance, 
courtesy, and good judgment. 
Only two of the qualifications listed were checked by any company 
as unimportant: nine, or 20.93 percent, of the companies listed 
rapidity of work as unimportant, and one, or 2.33 percent, listed 
loyalty as unimportant. 
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TABLE XXIX 
RELATIVE IMPORTANCE Of QUALITIES REQUIRED Of OffiCE BEGINNERS 
BY COMPANIES PARTICIPATING IN THE SURVEY 
Very important Important Unimportant 
Quality 
No. Percent No. Percent No. Percent 
Accuracy of work 39 90.70 4 9.30 
-- -- --
Dependability 36 83.72 7 16.28 
-- -- --Co-operation 32 74.42 11 25.58 
-- -- --
Honesty 29 67.44 14 32.56 
-- -- --
Punctuality 27 62.79 16 37.21 
-- -- --
Neatness of work 24 55.81 19 44.19 
-- -- --
Interest 23 53.49 20 46.51 
-- -- --
Loyalty 21 48.84 21 48.84 1 2.33 
Good judgment 20 46.51 23 53.14 
-- -- --
Courtesy 18 41.86 25 58.14 
-- -- --
Personal appearance 18 41.86 25 58.14 
-- -- --
Initiative 17 39.53 26 60.47 
-- -- --
Tactfulness 14 32.56 29 67.44 
-- -- --
Rapidity of work 5 11.63 29 67.44 9 20.93 
In Table XXIX it is worthwhile to note the contrast between the 
percentages shown for rapidity of work and accuracy of work: Only 5, 
or 11.63 percent, considered rapidity of work very important; 29, or 
67.44 percent considered rapidity of work important; and 9, or 20.93 
percent, considered this qualification unimportant for a beginner in 
office work. Thirty-nine, or 90.70 percent, checked accuracy of work 
as very important; 4, or 9.30 percent, checked accuracy of work as 
important; none checked accuracy of work as unimportant. 
The conclusion one draws from these data may well be that all of 
these qualifications must be patiently instilled in business students. 
Where respondents were asked to list "others" among the 
requirements for beginners, three listed "ability to get along with 
others." The writer believed this qualification to be a part of 
"co-operation," but co-operation could have been interpreted by the 
respondents as employer-employee relationship. 
Two companies listed "attitude toward job." The writer would 
classify this with "interest." "Application to the job" and 
"versatility" were also added as qualifications expected of 
beginners. 
One large manufacturing establishment addeda "These items are 
all very important, and the degree of importance should not be 
evaluated." 
Table XXX provides an indication of the relative importance 
attached to the various skills expected of beginners in office work 
by the companies participating in the survey. 
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Eighteen, or 41.85 percent, of the companies considered the skill 
of general typing very important; 22, or 51.16 percent, believed this 
skill to be important. Eighteen, or 41.86 percent, listed the use 
of the telephone as very important; 20, or 46.51 percent, considered 
this important. fourteen, or 32.56 percent, of the companies 
indicated that shorthand transcription is very important; 15, or 34.88 
percent, said shorthand transcription is important; 7, or 16.28 percent, 
indicated that shorthand transcription is unimportant; while 7, or 
16.28 percent, did not check this item. (Companies not employing 
specific skills did not indicate degree of importance of these skills.) 
Three, or 6.98 percent, of the companies considered use of 
duplicating machines very important for a beginner; 19, or 44.19 
percent, checked this as important; and 15, or 34.88 percent,said 
this was unimportant. 
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Only one company listed the skill of composing at the typewriter 
as very important; 20, or 46.51 percent, however, considered this 
skill important. Seventeen, or 39.53 percent, of those responding 
said that composing at the typewriter was unimportant. 
Only one company listed the use of photostatic copiers as a very 
important skill; 17, or 39.53 percent, said this was important, and 
19, or 44.19 percent, listed the use of photostatic copiers as an 
unimportant skill. 
Eleven, or 25.58 percent, of the respondents said that bookkeeping 
was vary important, and 21, or 48.84 percent, said bookkeeping was 
important. Only 7, or 16.28 percent, listed this subject as unimportant. 
Filing activities were considered very important by 9, or 20.93 
percent, of the companies; 24, or 55.81 percent, said filing was 
important; and only 6, or 13.96 percent, checked this skill as unimportant. 
A knowledge of banking activities was considered very important 
by 7, or 16.28 percent, of the companies participating in the survey. 
Thirteen, or 30.23 percent, listed banking as important; and 18, or 
41.86 percent, said banking activities were unimportant. 
Three companies marked each skill as "important'' with a notation 
to the affect that the importance depended upon the job that was open • 
• 
TABLE XXX 
RELATIVE IMPORTANCE Of SKILLS EXPECTED Of OFFICE BEGINNERS 
BY COMPANIES PARTICIPATING IN THE SURVEY 
Very Important Unimportant important 
Skill 
No. Percent No. Percent No . Percent 
General typing 18 41.86 22 51.16 
-- -- --
Use of telephone 18 41.86 20 46.51 1 2.33 
Shorthand transcription 14 32.56 15 34.88 7 16.28 
Bookkeeping 11 25.58 21 48.84 7 16.28 
Machine transcription 10 23.26 19 44.19 6 13.95 
filing activities 9 20.93 24 55.82 6 13.95 
Use of adding machines 8 18.60 23 53.49 8 18.60 
Payroll work 8 18.60 16 37.21 14 32.56 
meeting callers 7 16.28 23 53.49 9 20.93 
Banking activities 7 16.28 13 30.23 18 41.86 
Use of duplicating machines 3 6.98 19 44.19 15 34.88 
Mailing activities 2 4.65 22 51.16 14 32.56 
Composition at typewriter 1 2.33 20 46.51 17 39.53 
Use of photostatic copiers 1 2.33 17 39.53 19 44.19 
Not stated 
No. Percent 
3 6.98 
4 9.30 
7 16.28 
4 9.30 
8 18.60 
4 9.30 
4 9.30 
5 11.63 
4 9.30 
5 11.63 
6 13.95 
5 11.63 
13.95 ~1.63 
-.J 
t.:l 
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The degrees of importance attached to the skills and knowledges 
listed in Table XXX would indicate that a knowledge of general typing, 
the use of the telephone, bookkeeping, and shorthand and machine 
transcription are all vary important to the beginner in office work. 
That only one company considered composition at the typewriter 
as vary important to the beginner could indicate that this is a skill 
which comes through experience in office work, and beginners are not 
usually expected to have mastered this skill before having on-the-job 
experience. 
The relatively low importance ratings given to the use of 
duplicating machines, to the use of photostatic copiers, and to mailing 
activities might indicate that these are skills which could be improved 
and mastered on the job. 
One company did not check any of the degrees of importance, but 
wrote across the space provided for checking& "If the beginner were 
from a business school, would consider she had a workable knowledge of 
all skills; her proficiency would depend on the job she was being 
interviewed for." 
In another company, four persons cooperated in completing the 
checklist. They stated& "Items 1 and 5 (general typewriting and use 
of telephone) apply to all clerks; however, all other items depend 
entirely on type of job being filled. Each student should have one 
or two specialized skills, which they can do very well." This company 
did not check any of the items listed. 
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A third company wrote: ''Questions 12 and 13 above are the most 
important questions. Everything mentioned, especially in question 13 
needs a great amount of improvement." This company did not check the 
degree of importance of any of the skills listed in this question. 
CHAPTER V 
summA RY OF FINDINGS AND RECO mmENDATIONS 
The purpose of this study was to determine the need for the 
expansion of St. Joseph's Commercial School from a two-year business 
course into a four-year, state accredited business high school. 
The findings, based on an analysis of the data obtained from 
the questionnaires sent to the graduates, were as follows: 
1. Of the 368 questionnaires mailed to graduates, 285, or 
77.45 percent, were completed and returned. 
2. The school was the chief method through which graduates 
obtained first positions. Seventy-two, or 25.27 percent, 
of the 285 respondents received their first positions 
through the school. A total of 49, or 17.19 percent, 
obtained first positions through friends; 10.88 percent, 
through newspaper advertisements; 10.88 percent, through 
relatives; 9.82 percent, through the State employment 
agency; 8.77 percent, through private employment agencies; 
7.02 percent, by direct application; 1.75 percent, by 
letter of application; 1.05 percent, through civil service 
examinations, and .7 percent, through the Rochester 
Business Institute where post-graduate courses were taken. 
3. Approximately 30.18 percent of the graduates were refused 
employment because of not having a high school diploma. 
A total of 195, or 68.42 percent, were not refused for 
this reason. The greatest number of refusals were 
indicated by 27, or 38.03 percent, of the class of 1959. 
The fewest number of refusals were indicated by 14, or 
22.22 percent, of the class of 1961. Data on the number 
of refusals e~e as follows: 6.32 percent were refused 
employment more than four times for not having a high 
school diploma; 3.16 percent were refused four times; 
3.51 percent, three times; 5.96 percent, twice; and 11.23 
percent were refused once. 
4. Seventeen years of age was the average age of the respondents 
at graduation. One hundred twenty-eight, or 44.91 percent, 
of the graduates had reached 17 years of age at graduation; 
34.39 percent were 16 years of age; 1.4 percent ware only 
15 years of age. 
The percentage of 17-year-old graduates increased each 
year. There was a marked increase of 17-year-old 
graduates between 1960, when this age group represented 
32 percent of those graduated, and 1961, when 55.56 
percent were graduated at the age of 17. 
5. Eighty-eight or 30.88 percent of the graduates, were 
refused employment because they were too young. One 
hundred ninety-four, or 68.07 percent, were not refused 
because of age. Of those who were 16 years of age at 
graduation, 16.84 percent were refused employment 
because of age; 17.20 percent of the 16-year-old graduates 
were not refused employment because of age. The smallest 
percentage of refusals for this cause was 15.87 percent, 
indicated by the class of 1961. The greatest percentage 
of refusals, 42.25 percent, was indicated by the class 
of 1959. There were 34 students under 17 years of age 
in the graduating class of 1959; there were only 10 
graduates under 17 years of age in the class of 1961. 
6. First positions were obtained immediately after graduation 
by 128, or 44.91 percent of the graduates. An additional 
60, or 21.05 percent, of the 285 graduates started working 
within four weeks after graduation. 
7. General office work was listed as the type of position 
held by the majority of the graduates after graduation. 
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Other types of office ~ositions held by the graduates, 
according to the frequencies listed were: typist, bookkeeper, 
stenographer, receptionist, fila clerk, switchboard operator, 
secretary, cashier, IBM keypunch operator, mail clerk, and 
dental assistant. 
8. Of the classes of 1959, 1960, and 1961, 111 members 
remained at their first positions more than one year. fifty-
six, or 19.66 percent, of the graduates changed positions 
within six months of obtaining their first position. One 
hundred fifty-seven, or 55.09 percent, had had one position 
since graduation. fifty-eight, or 20.35 percent, changed 
jobs once; 35, or 12.28 percent, changed jobs twice; 11, or 
3.86 percent, changed jobs three times. One graduate made 
four changes of positions in two years. 
9. Better positions and better salaries were the two principal 
reasons given by 103 of the 285 graduates for changing 
positions. Other reasons for changing positions or stopping 
work, according to frequency of occurrence, were& marriage, 
social adjustments, lack of training for the job, moving to 
another area, needed at home, and returned to school. 
10. The job activity performed most frequently was filing. 
This was in first rank for the classes of 1959, 1960, 
and 1962. The class of 1961 indicated that general 
typewriting ranked first in frequency of performance. 
Filing, typewriting, using the telephone, using adding 
machines, and meeting callers were listed as activities 
performed frequently by more than 50 percent of the 
members of the classes of 1959, 1960, and 1961. The 
lack of experience of the class of 1962 makes a 
comparative analysis of job activities difficult. 
Filing, general typewriting, and using the telephone 
were activities performed by more than 50 percent of 
the class of 1962. Thirteen members of this class were 
still seeking positions at the time of the survey. 
11. less than 10 percent of each of the four classes listed 
payroll work and machine transcription as activities 
performed frequently. One hundred seventy-five, or 61.4 
percent, of the respondents rated bookkeeping as having 
been adequately taught in the school. However, only 34 
(48.57 percent) of the class of 1959, 21 (32.81 percent) 
of the class of 1960, 20 (35.71 percent) of the class of 
1961, and 11 (19.30 percent) of the class of 1962 
stated that they perform this activity frequently. 
12. Although an office machines course was not given at the 
school, 65.71 percent of the class of 1959, 64.06 percent 
of the class of 1960, 51.79 percent of the class of 1961, 
and 42.10 percent of the class of 1962 stated that they 
perform this job activity frequently. 
13. Shorthand is never used by 49, or 70 percent, of the class 
of 1959; 30, or 46.88 percent, of the class of 1960; 31, 
or 55.36 percent, of the class of 1961, and 32, or 56.14 
percent, of the class of 1962. 
14. Only 48, or 16.84 percent, of the 285 graduates answering 
the questionnaire stated that they typed from rough drafts 
frequently. Fifty, or 17.54 percent, said they composed 
at the typewriter frequently; 30.88 percent said they had 
never composed at the typewriter. Forty-nine, or 17.19 
percent, said they performed banking activities frequently. 
15. One hundred thirty-three, or 46.67 percent, of the graduates 
said they felt a distinct need for an office machines course 
when they were on the job. According to frequencies, the 
next five subjects listed for which the graduates felt a 
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need on the job were business law, 11.58 percent, record 
keeping, 10.88 percent, social studies, 5.67 percent, 
economics, 4.56 percent, and consumer economics, 3.16 percent. 
16. At the time of the study, 195, or 68.42 percent, of the 
285 graduates who responded to the questionnaire were 
working full time; 22, or 7.71 percent, were seeking a 
job; 9, or 3.16 percent, were working full time and 
attending part-time school; 5, or 1.75 percent, had 
both full-time and part-time jobs. Only 4, or 1.41 
percent, of the graduates were attending full-time school 
at the time of the survey. 
17. Only three of the 285 graduates questioned had completed 
their high school courses and received a four-year high 
school diploma. At the time of the survey, four of the 
graduates were attending full-time school; 21 had 
attended or were at the time attending evening school. 
Individual courses had bean taken by 43 of the graduates. 
Only three stated that they had been sent to job-training 
centers by the firms for which they worked. Two hundred 
and eleven (74.04 percent) of the graduates had not 
continued their education at all. 
18. Manufacturing ranked first in the order of frequency of 
the types of businesses in which graduates had been 
employed, with 91, or 31.93 percent, stating that they 
had worked for this type of business. Insurance companies 
ranked second with 76, or 26.67 percent, of the respondents 
having had experience in this type of office. Retailers 
employed 66, or 23.15 percent, and distributors employed 
38, or 13.33 percent. Other types of businesses in order 
of frequency were medical offices, banks, credit and 
finance establishments, public utilities, laundries, civil 
service, church offices, and chambers of commerce. 
19. Ninety-two graduates offered 108 suggestions for the 
improvement of St. Joseph's Commercial School. Thirty-
four suggested a lengthened school program. Thirty-one 
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said more training in office machines would be helpful. 
Thirteen stated that English improvement courses would 
batter the graduates. More office-style dictation was 
suggested by 6 of the graduates. Three thought more outside 
speakers should be brought in. A longer school day, 
stricter entrance requirements, more stress on accuracy, 
a health program, a model office set-up, and more training 
in how to make erasures were recommended by two graduates 
each. 
20. One hundred thirty-four, or 47.02 percent, of the graduates 
participating in the survey had had no high school training 
before entering St. Joseph's Commercial School. Ninety-
three, or 32.63 percent, had had one year of high school 
before transferring to st. Joseph's; 56, or 19.65 percent, 
had had two years of high school training, and two, or .7 
percent, had had three years of high school training before 
entering St. Joseph's. The number of students with 
some high school background increased in 1961 after 
the Board of Education asked the school not to accept 
anyone for registration who had not reached the age of 
15 years by June 1 of the year of entrance. 
21. The lowest starting salary per week of the graduates who 
responded to this question ranged between $31 and $35. 
The highest starting salary per week was between $96 and 
$100. The modal starting salary received was in the 
$46-$50 interval. 
22. The highest salary at the time of the study was between 
$101 and $105 per week. The modal salary at the time of 
the study ranged between $56 and $60 per weak. 
The findings, based on an analysis of the data obtained from the 
checklists sent to the members of the National Office management 
Association, were as follows: 
1. Of the 99 checklists mailed to members of the Rochester 
Chapter of the National Office Management Association, 
43, or 76.79 percent, were completed and returned. 
Since these members represented 56 business industries 
in the Rochester area, the percentage of return was 
based on the number of companies participating in the 
survey. 
2. Twenty-two of the companies responding to the checklist 
were manufacturing companies. Six companies represented 
banking and investment firms; three responses came from 
wholesalers and distributors; three came from chain and 
department stores. From public utilities and educational 
institutions came two responses each, one of each of the 
following types of businesses returned the checklist: 
hospital, hauling and erecting, general contractors, 
insurance, and meat packers. 
3. The greatest number of checklists (15) were filled out 
by office managers. Seven personnel directors responded 
for their companies. Six responses were received from 
controllers, 4 from treasurers, and 3 each from auditors 
and vice presidents of companies. One response each was 
received from the following: assistant professor, 
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assistant treasurer, assistant vice president, administration 
service manager, and industrial relations manager. 
4. The chief sources used to obtain employees by t he companies 
participating in the survey were personal applications and 
private employment agencies. Thirty-one, or 72.09 
percent, of the companies indicated that they used 
these means of obtaining employees. Thirtyl or 69.77 
percent, of the companies used the service of the 
State employment agency. Other means of obtaining 
employees were: schools, 24 (55.81 percent); 
newspaper advertisements, 23 (53.48 percent); friends 
or relatives, 17 (39.53 percent); other employees, 3 
(6.98 percent). Each of the following sources of 
obtaining employees was indicated by one company: 
other departments, business schools, walk-in traffic, 
recruiting off premises, and civil service. 
5. Twenty-three of the companies responding to the 
checklist said that they contacted the school for 
information about a beginner before hiring. Scholastic 
records and attendance records were the chief data 
obtained. Recommendation of teachers, personal records, 
and record of activities ranked next in importance in 
obtaining information from the schools before hiring a 
beginner in office work. 
6. Twenty-nine, or 67.44 percent, of the companies 
indicated that they would be unwilling to hire a beginner 
who had not completed a four-year high school program. 
Twelve, or 27.91 percent, of the companies stated that 
they would be willing to hire a beginner who had not 
received a high school diploma. 
7. Eighteen years was the average m~n~mum age for hiring 
beginners as stated by 25, or 58.14 percent, of the 
businessmen responding to the checklist. Only 9, or 
20.93 percent, of the companies stated that they were 
willing to hire someone under the age of 18 years. 
8. Typewriting was tested most frequently by companies 
before hiring beginners in office work. Twenty-nine, or 
90.63 percent, of the 32 companies who said they used 
pre-employment testing, said they tested this skill 
before hiring. Other pre-employment testing areas were: 
shorthand, (56.23 percent); general ability, (50 percent); 
arithmetic, (50 percent); aptitude, (46.88 percent); 
English, (43.75 percent); and spelling, (43.75 percent). 
The National Business Entrance Test was not indicated 
as being used for pre-employment by any of the companies 
participating in the survey. 
9. More than 50 percent of the companies participating in 
the survey required a four-year high school education 
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for beginners in all the jobs listed except that of 
"secretary" in which 20, or 46.51 percent, of the companies 
required four years of collage for secretarial positions. 
The jobs of secretary, stanogrepher, bookkeeper, and 
payroll clerk were those checked for education beyond 
the high school level. The jobs of file clerk, mail 
clerk, and duplicator operator, were not checked beyond 
the four-year high school level. Several of t he 
respondents commented that they relied on their own 
tests and interviews, rather than the level of schooling 
completed, for placing a beginner in office work. 
10. Accuracy of work was most frequently checked as a very 
important requirement for beginners. This was indicated 
by 90.70 percent, of the respondents. Dependability 
ranked second as 36, or 83.72 percent, of the companies 
listed this qualification as very important. Thirty-
two, or 74.42 percent, considered co-operation as very 
important. More than 50 percent of the companies 
responding to the checklist considered the following very 
importants honesty, punctuality, neatness of work, and 
interest. Only 5, or 11.63 percent, considered rapidity 
of work very important. 
11. Of all the skills considered desirable in beginners, 
greatest importance was attached to general typewriting 
and the use of the telephone. Eighteen, or 41.86 percent, 
of the businessmen indicated that these skills were very 
important. Shorthand transcription ranked third in 
importance. Other skills and activities marked very 
important, according to frequency, were as followsa 
bookkeeping, machine transcription, filing activities, 
payroll work, and the use of the adding machines. Only 
three companies considered skill in the use of duplicating 
machines very important, and only one checked composition 
at the typewriter as very important. 
The following recommendations are based on the findings of this 
study a 
1. Based upon an analysis of the difficulties encountered 
by the graduates who responded to the questionnaire, 
and who were refused employment because of the lack of 
a high school diploma, consideration should be given to 
t he possibility of converting the present two-year 
business course into a four-year accredited business 
high school. 
2. Consideration should be given to the purchase of additional 
office machines for use in the office practice course. 
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3. Consideration should be given to the rental or purchase 
of dictation and transcribing machines for instructional 
purposes. 
4. The possibility of giving the shorthand course only to 
those who indicate an aptitude to perform this skill 
should be considered. 
5. Based upon an analysis of the job activities performed 
by the graduates, more emphasis should be placed on the 
practical assignments in general typewriting. 
6. Consideration should be given to revising the English 
improvement and spelling course. 
7. Consideration should be given to stricter entrance 
requirements based on the age, scholastic ability, and 
general aptitude of the entrant. 
8. More training in personal application and the job 
interview should be given in the office practice course. 
9. Greater emphasis should be placed on the importance of 
accuracy before speed in accomplishing office tasks. 
10. The possibility of borrowing or renting tale-trainer 
equipment from the telephone company should be explored. 
11. Consideration should be given to having outside speakers 
brought into the school to establish closer contact with 
business. 
12. Greater use should be made of the services of the New 
York State Employment Agency. 
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APPENDIX A 
TABLE XIA 
JOB ACTIVITIES PERfORMED BY GRADUATES Of ST. JOSEPH'S COMMERCIAL SCHOOL 
CLASS Of 1959 
frequently 
Job activity 
No. Percent 
filing 49 70.00 
General typewriting 48 68.56 
Using telephone 47 67.14 
Using adding machines 46 65.71 
mailing activities 38 54.29 
meeting callers 35 50.00 
Bookkeeping 34 48.57 
Using duplicating machines 27 38.57 
Using copying machines 26 37.14 
Typing invoices and statements 25 35.71 
Typing tabulated material 18 25.71 
Banking activities 16 22.86 
Composing at typewriter 15 21.43 
Payroll work 12 17.14 
Transcribing shorthand ll 15.71 
Using addressograph 11 15.71 
Typing from rough drafts 9 12.86 
machine transcription 8 11.43 
Number of responses from this class: 71 
Not working or not working in officesa _! 
Tabulations based on: 70 
Occasionally Seldom 
No. Percent No. Percent 
12 17.14 4 5.71 
9 12.86 9 12.86 
13 18.54 2 2.86 
10 14.29 3 4.29 
13 18.54 7 10.00 
7 10.00 9 12.86 
8 ll.43 6 8.52 
8 11.43 8 11.43 
ll 15.71 8 11.43 
15 21.43 10 14.29 
19 27.14 11 15.71 
8 11.43 8 ll.43 
15 21.43 15 21.43 
5 7.14 5 7.14 
5 7.14 5 7.14 
3 4.29 7 10.00 
14 20.00 15 21.43 
7 10.00 6 8.52 
No. 
5 
4 
8 
ll 
12 
19 
22 
27 
25 
20 
22 
38 
25 
48 
49 
49 
32 
49 
Never 
Percent 
7.14 
5.71 
11.43 
15.71 
17.14 
27.14 
31.43 
38.57 
35.71 
28.57 
31.43 
54.29 
35.71 
68.56 
70.00 
70.00 
45.71 
70.00 
~- -----
m 
-.J 
TABLE XIB 
JOB ACTIVITIES PERFORMED BY GRADUATES Of ST. JOSEPH'S COMMERCIAL SCHOOL 
CLASS OF" 1960 
frequently 
Job activity 
No. Percent 
filing 53 82.81 
Using telephone 52 81.26 
General typewriting 50 78.12 
Using adding machines 41 64.06 
Mailing activities 37 57.81 
Meeting callers 33 51.56 
Using copying machines 24 37.50 
Bookkeeping 21 32.81 
Typing invoices and statements 21 32.81 
Using duplicating machines 20 31.25 
Composing at typewriter 14 21.88 
Typing tabulated material 14 21.88 
Banking activities 14 21.88 
Using addressograph 13 20.31 
Transcribing shorthand 13 20.31 
Typing from rough drafts 12 18.75 
Payroll work 9 14.06 
machine transcription 7 10.94 
Number of responses from this classa 75 
Not working or not working in offices: !l 
Tabulations based on: 64 
Occasionally Seldom 
No. Peraent No. Percent 
7 10.94 2 3.13 
7 10.94 1 1.56 
7 10.94 6 9.38 
12 18.75 3 4.69 
13 20.31 5 7.81 
18 28.13 3 4.69 
17 26.56 2 3.13 
8 12.50 6 9.38 
15 23.44 5 7.81 
15 23.44 4 6.25 
20 31.25 12 18.75 
23 35.94 12 18.75 
5 7.81 5 7.81 
3 4.69 4 6.25 
9 14.06 12 18.75 
12 18.75 13 20.31 
6 9.38 7 10.94 
5 7.81 5 7.81 
No. 
2 
4 
1 
8 
9 
8 
21 
29 
23 
25 
18 
15 
40 
44 
30 
27 
42 
47 
Never 
Percent 
3.13 
6.25 
1.56 
12.50 
14.06 
12.50 
32.81 
45.31 
35.94 
39.06 
28.13 
23.44 
62.59 
68.76 
46.88 
42.19 
65.63 
73.44 
Q) 
m 
TABLE XIC 
JOB ACTIVITIES PERFORMED BY GRADUATES Or ST. JOSEPH'S COMMERCIAL SCHOOL 
CLASS Or 1961 
Frequently 
Job activity 
No. 
General typewriting 43 
Filing 39 
Using telephone 35 
Mailing activities 30 
Using edd_ing machines 29 
Using copying machines 23 
Meeting cellars 21 
Typing invoices and statements 20 
Using duplicating machines 20 
Bookkeeping 20 
Typing tabulated materiel 15 
Composing at typewriter 13 
Typing from rough drafts 13 
Transcribing shorthand 10 
Payroll work 8 
Banking activities 8 
Machine transcription 6 
Using addressograph 6 
--~-- -
-- --~--r..... 
Number of responses from this clessa 
Not working or not working in offices& 
Tabulations based on: 
Percent 
76.79 
69.64 
62.50 
53.57 
51.79 
41.07 
37.50 
35.71 
35.71 
35.71 
26.79 
23.21 
23.21 
17.86 
14.29 
14.29 
10.71 
10.71 
63 
..2 
56 
Occasionally Seldom 
No. Percent No. Percent 
ll 19.64 1 1.79 
12 21.43 3 5.36 
13 23.21 3 5.36 
ll 19.64 4 7.14 
16 28.57 5 8.93 
8 14.29 3 5.36 
10 17.86 5 8.93 
8 14.29 7 12.50 
7 12.50 4 7.14 
6 10.71 4 7.14 
18 32.14 10 17.86 
15 26.79 10 17.86 
11 19.64 6 10.71 
8 14.29 6 10.71 
4 7.14 3 5.36 
4 7.14 5 8.93 
2 3.57 5 8.93 
4 7.14 2 3.57 
No. 
1 
2 
5 
11 
6 
22 
20 
21 
25 
26 
13 
18 
26 
32 
41 
39 
43 
44 
Never 
Percent 
1.79 
3.57 
8.93 
19.64 
10.71 
39.29 
35.71 
37.50 
44.64 
46.43 
23.21 
32.14 
46.43 
55.56 
73.21 
69.64 
76.79 
78.57 
m 
\0 
TABLE XID 
JOB ACTIVITIES PERfORMED BY GRADUATES Of ST. JOSEPH'S COMMERCIAL SCHOOL 
CLA SS Of 1962 
frequently 
Job activity 
No. Percent 
filing 38 66.66 
General typewriting 36 63.16 
Using telephone 32 56.14 
Mailing activities 28 49.12 
Using adding machines 24 42.10 
Typing invoices and statements 21 36.84 
meeting callers 19 33.33 
Typing from rough drafts 14 24.56 
Using duplicating machines 13 22.81 
Using copying machines 13 22.81 
Transcribing shorthand 12 21.05 
Banking activities 11 19.30 
Bookkeeping 11 19.30 
Typing tabulated material 9 15.79 
Composing at typewriter 8 14.04 
Using addressograph 8 14.04 
Payroll work 7 12.28 
machine transcription 6 10.53 
·- ~- · ~ · - ~- --~ ~--- · -
-
~~ 
Number of responses from this class: 76 
Not working or not working in offices: 12 
Tabulations based on: 57 
Occasionally Seldom 
No. Percent No. Percent 
11 19.30 4 7.02 
10 17.54 4 7.02 
9 15.79 6 10.53 
7 12.28 5 8.77 
15 26.32 4 7.02 
7 12.28 5 8.77 
9 15.79 7 12.28 
9 15.79 4 7.02 
8 14.04 2 3.51 
6 10.53 4 7.02 
8 14.04 5 8.77 
2 3.51 3 5.26 
6 10.53 4 7.02 
19 33.33 6 10.53 
15 26.32 7 12.28 
2 3.51 1 1.75 
2 3.51 2 3.51 
2 3.51 2 3.51 
No. 
4 
7 
10 
17 
14 
24 
22 
30 
34 
34 
32 
41 
36 
23 
27 
46 
46 
47 
Never 
Percent 
7.02 
12.28 
17.54 
29.83 
24.56 
42.11 
38.60 
52.63 
59.64 
59.64 
56.14 
71.93 
63.15 
40.35 
47.36 
80.70 
80.70 
82.45 
\0 
0 
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APPENDIX 8 
TABLE XIIIA 
SUBJECTS OFFERED IN ST. JOSEPH'S COMMERCIAL SCHOOL FOR WHICH 
GRADUATES Of 1959 FOUND THEY HAD ADEQUATE TRAINING 
OR FOR WHICH GREATER EMPHASIS WAS NEEDED 
More Emphasis Adequate No 
Needed Training Response 
Subject 
- No. Percent No. Percent No. Percent 
Office Practice 50 70.42 14 19.72 7 9.86 
English a vocabulary 33 46.48 31 43.66 7 9.86 
English 1 composition 27 38.03 28 39.43 16 22.54 
English: usage 22 30.99 37 52.11 12 16.90 
English 1 spelling 19 26.76 42 59.15 10 14.08 
Business math 13 18.31 48 67.61 10 14.08 
Stenography 12 16.91 50 70.42 9 12.67 
Bookkeeping 11 15.49 48 67.61 12 16.90 
filing 10 14.08 56 78.88 5 7.04 
General Business 8 11.27 53 74.65 10 14.08 
Typewriting 2 2.82 63 88.73 6 8.45 
TABLE XIIIB 
SUBJECTS OffERED IN ST. JOSEPH'S COMMERCIAL SCHOOL fOR WHICH 
GRADUATES Of 1960 fOUND THEY HAD ADEQUATE TRAINING 
OR fOR WHICH GREATER EMPHASIS WAS NEEDED 
More Emphasis Adequate No 
Needed Training Response 
Subject 
No. Percent No. Percent No.- Percent 
Office Practice 50 66.67 14 18.67 11 14.66 
English 1 vocabulary 31 41.33 27 36.00 17 22.67 
English 1 composition 27 36.00 31 41.33 17 22.67 
English a spelling 26 34.67 35 46.67 14 18.66 
English 1 usage 25 33.33 35 46.67 15 20.00 
Stenography 13 17.33 45 60.00 17 22.67 
filing 9 12.00 53 70.67 13 17.33 
Bookkeeping 8 10.67 52 69.33 15 20.00 
General Business 8 10.67 48 64.00 19 25.33 
Typewriting 6 8.00 57 ?6.00 12 16.00 
Business Math 5 6.67 55 73.33 15 20.00 
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TABLE XIIIC 
SUBJECTS OffERED I N ST. JOSEPH'S CO mMERCIAL SCHOOL FOR WHICH 
GRADUATES Of 1961 FOUND THEY HAD ADE UATE TRAINING 
OR FOR WHICH GREATER EMPHASIS WAS NEEDED 
More Emphasis Adequate No 
Needed Training Response 
Subject 
No. Percent No. Percent No. Percent 
Office Practice 33 52.38 17 26.98 13 20.64 
English: vocabulary 23 36.51 24 38.09 16 25.40 
English: composition 20 31.75 24 38.09 19 30.16 
English: usage 18 28.57 28 44.44 17 26.99 
English' spelling 14 22.22 32 50.79 17 26.99 
Bookkeeping 12 19.05 38 60.32 13 20.63 
Stenography 8 12.70 37 58.73 18 28.57 
General Business 7 11.11 36 57.14 20 :31.75 
Business Math 7 11.11 41 65.08 15 23.81 
filing 6 9.52 43 68.25 14 22.23 
Typewriting 2 3.17 51 80.95 10 15.88 
TABLE XIIID 
SUBJECTS OffERED IN ST. JOSEPH'S commERCIAL SCHOOL FOR WHICH 
GRADUATES Of 1962 FOUND THEY HAD ADEQUATE TRAINING 
OR FOR WHICH GREATER EMPHASIS WAS NEEDED 
more Emphasis Adequate No 
Needed Training Response 
Subject 
No. Percent No. Percent No. Percent 
Office Practice 38 50.00 12 15.79 26 34.21 
English: vocabulary 32 42.11 19 25.00 25 32.89 
English: spelling 25 32.89 23 30.26 28 36.85 
English: usage 19 25.00 28 36.84 29 38.16 
English: composition 16 21.05 29 38.16 31 40.79 
Stenography 14 18.42 35 46.05 27 35.53 
Bookkeeping 9 11.84 37 48.69 30 39.47 
General Business 8 10.52 39 51.32 29 38.16 
Typewriting 7 9.21 42 55.26 27 35.53 
Filing 6 7.89 43 56.5B 27 35.53 
Business math 6 7.89 40 52.63 30 39.48 
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APPENDIX C 
NAMES OF BUSINESSES PARTICIPATING IN SUR VEY 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
American Can Co. 
Babcock, H. H. & Co. 
Bausch and Lomb, Inc. 
Beech-nut Life Savers, Inc. 
Bourjois, Inc. 
Burroughs Corp. - Todd Division 
Central Trust Co. 
Commercial Controls 
Subsidiary of friden 
Manufacturers of cans 
Fuel distributors 
Manufacturers of optical equipment 
Manufacturers of candy 
Manufacturers of cosmetics 
Manufacturers of checks and check 
protective equipment 
Banking 
Manufacturers of business 
equipment 
9. Distillation Products Industries Manufacturers of chemicals 
Division of Eastman Kodak 
10. Eastman Kodak Company 
11. Fanny farmer Candy Shops, Inc. 
12. fasco Industries 
13. first Federal Savings & Loan 
Association of Rochester 
14. R. T. French Co. 
15. Genesee Hospital 
16. Genesee Valley Union Trust 
11. Gerber Products Company 
18. Gottry Carting Co. 
19. Kordite Corp. 
20. Lincoln Rochester Trust Co. 
21. McCurdy & Co., Inc. 
Manufacturers of photography supplies 
Manufacturers of candy 
Manufacturers of electrical apparatus 
Banking 
Manufacturers of mustard and spices 
Hospital 
Banking 
Manufacturers of baby foods 
Hauling and erecting 
Manufacturers of plastics 
Banking 
Department Store 
22. Metal Arts Co. 
23. Monroe County Water Authority 
24. Neisner Brothers, Inc. 
25. Noah's Ark 
26. Pfaudler Co. 
27. Quinby & Co., Inc. 
28. J. H. Rae Oil Co., Inc. 
29. Richardson Corp. 
30. Rochester Business Institute 
31. Rochester Gas and Electric 
32. Rochester Hospital Service 
(Blue Cross-Blue Shield) 
Manufacturers of jewelry and 
stationery 
Public utilities 
Executive offices--chain stores 
Chain stores 
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Manufacturers of glass-lined tanks 
Investments 
Wholesale and retail petroleum 
products 
Manufacturers of food 
Educational institution 
Public utilities 
Insurance 
33. Rochester Institute of Technology Educational institution 
34. Rochester Radio Supply 
35. Rochester Savings Bank 
36. St. Joe Paper Co. 
37. Schuler's foods, Div. Sunshine 
Biscuits, Inc. 
38. Taylor Instrument Company 
39. Tobin Packing Co., Inc. 
40. Vogt Manufacturing Co. 
41. Walz & Krenzer, Inc. 
42. Warner Spitz Construction Co. 
43. Yawman and Erbe Mfg. Co., Inc. 
Wholesalers and distributors 
Banking 
Manufacturers of boxes 
Manufacturers of food 
Manufacturers of thermometers, surgical 
instruments, etc. 
Meat packing 
Manufacturers of plastics 
Manufacturers of industrial and marine 
equipment 
General contractors 
manufacturers of office equipment . 
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PROFESSIONAL AND COMMERCIAL P ACE!ViENT CENTER 
NEW YORK STATE EMPLOYMENT SERVICE 
I 34 (7. 62) 
500 Midtown Tower o Rochester 4, New York HA 6-8090 
(APPENDIX D) 
February 19, 1963 
GbNERAL APTITUDE TEST BATTERY : A multi- factor or mul tiple - aptitude test 
battery used by counselors to determine the individual's potentiality 
for acquiring the skills involved in many broad occupational groups . 
This is a combination of 12 aptitude tests measuring 9 aptitudes. 
PROFICIENCY TESTS: A device to measure the skill or knowledge that a 
person has acquired in an occupation; for example, typing and 
stenographic tests . 
1962 - Rochester and .Monroe County High School Graduates 
Number of Graduating Students 
Number of Graduating S~udents Registered 
Registered Students Given Tests 
1. G.A. T .B. 
2 . Proficiency 
Registered Students Placed - Permanent 
"Registered Students Placed - Temporary 
Above figures do not include St. Joseph's 
St. Joseph's Students Placed - Permanent 
St . Joseph's Student Placed - Temporary 
.5864 
1972 
331 
149 
.524 
99 
21 
l 
Dear Graduate: 
APPE NDIX E 
St. Joseph's Commercial High School 
120 Franklin Street 
Rochester 4, Ne1v York 
September 1, 1962 
Here is an opporttmity for you to prove your loyalty to 
St. Joseph's Commercial School. Perhaps you have already heard 
that l'le plan to improve: and, if possible, expand the facilities 
of t,he school. 
Father William Roche, Superintendent of Schools, has 
given me permission to make a studOr of the needs of the business 
education program in the schools of the Rochester diocese. 
You can help us by filling out the enclosed questionnaire 
very carefully. Anything you 1-Jrite will be held as confidential, 
and no further demands l-1111 be made of you as a result of your 
answering the questionnaire. 
It Hill take only a few minutes of your time, so please do 
not lay it aside. Complete it nolv. Each girl's questionnaire 
is very important to St. Joseph's. We need all the data on the 
questionnaire by September 12. Use the enclosed stamped, self-
addressed envelope and please mail it today. 
We shall be grateful to you for your cooperation and 
loyalty. 
Sincerely yours, 
;zJ~ 'Pr( .~ 
Sister Nary Eusebia, S.S, N.D. 
Enclosures 2 
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APPENDIX f 
Dear Graduate: 
September 15, 1962 
On September 1, we mailed you a questionnaire con-
cerning St. Joseph's Commercial School. Your answers1to 
the questions asked are very important to our school. 
Please try to fill it out and mail it today. 
If you did not receive the questionnaire, or if you 
misplaced it, do not hesitate to call me, · I~ mail 
you another immediately. The Convent telephone number 
is HAmilton 6-1467. 
Thank you and God bless you 1 
Si~ter H. Eusebia, S.S.N.D. 
97 
APPE NDIX G 
QUEST Imll'JAIRE TO THE GRADUATES OF 
ST. JOSEPH'S Cm1}1ERCIJI.L SCHOOL 98 
Name (as on school records) 
~c--l-ast) ·------------------,(~f~ir~s~t,)---------r(m1~-~d~dl~e~r 
If now married, husband's name 
7(l~a~s~t~)----------------7(f~i~r~s~t~)--------7(m-.~d~d~le~Y 
Andress 
T(n=um:=t:b:-:e::r') -----,(--s-.-tr-e-:e"'i"t"l")-----------(rc-:i,-,.t-y"'(") -----r( z_o_n_e~) "* 
Hume telephone Year of graduation 
-----------------------
--------
1. Please check the chief method which finally aided you in securing your first 
position: 
___ school (St. Joseph's) 
___ state employment agency 
·---private empl oyment agency 
-newspaper advertisement 
---civil service examination 
relative 
---friend 
letter of application 
--- other 
---------------,(--pTl~ea-s~e~s~p~ecify) 
2. vJere you ever refused employment because you did not have a f our-year high schoo. 
diploma? yes no 
). If your answer to #2 is 11yes, 11 approximately how many refusals of this kind did 
you receive before you obtained your position? 
4. hlhat was your age i-rhen you graduated? years 
----
5. ~re you ever refused employment because of being too young? yes 
6. How long after graduation did you start working full time? 
immediately 
----two weeks later 
four 'tveeks later 
---two months later 
three months later 
---
four months later 
----five months later 
six months later 
longer than six 
-m-on-t:-;1~1s--::l-a-:-t-er--,(.-p-:;l-e_a_s_e -s-pecify how long) 
7. List the names of the firms by whom you have been employed since leaving school. 
Name of Firm 
0. Ace Company 
h,. 
Type of 
business 
Insurance 
Period of 
Employment 
June 160 -
Sept. 160 
Position 
held 
Typist 
*Starting -!~Latest or 
Salary last sal ary 
*Before deductions 
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B. If you changed positions or stopped working, 11hat were your reasons? 
(Please check all applicable reasons.) 
9. 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
l)o 
11-~.. 
15. 
16. 
17. 
18. 
marriage 
--~ better salary 
--------better position 
moved to another area , __ _ 
needed at home 
-did not like fellow workers 
----.lacked training for the work required 
other 
----------------~(-p~le_a_s_e---specify) 
If you have performed any of the activities listed below, check how often by 
using the appropriate column. 
Activity Frequently Occasionally Seldom Never 
general typewriting 
-composing letters at the 
typewriter 
typing tabulated material - -
tJ~ing invoices and statements 
typing from rough drafts -
mailing activities - -
filing - --
payroll vJOrk -
-bookkeeping -
-use of telephone - -
meeting callers 
transcribing shorthand -
- -machine transcription 
- -barucing activities 
-using duplicating machines 
-using adding machines 
- -using copying machines -
using addressograph -
-
10. If you performed one or more special types of work fairly often, and they are 
not listed above, please describe them below: 
11. Check the subject or subjects not offered in our school for which you felt a 
distinct need on the job: 
office machines 
---social studies 
business lat-T 
---
record keeping 
---economics 
consumer economics 
--- other 
------------------~(p~l~e~a~s~e~sp~ecify) 
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12. Please check the subjects in the following list for which you found you had 
adequate training, or for which you felt there was a need for more emphasis 
in school: 
Subject 
1. Stenography 
2. Typewriting 
3. Filing 
4. Business Arithmetic 
5. Bookkeeping 
6. Office machine practice 
1. General Business 
8. English: 
a. composition 
b. usage 
c. spelling 
d. vocabulary building 
Adequate 
training 
provided 
Needs more 
emphasis 
in school 
13. Please check what you are doing at present: 
working full time 
---l,YOrking part time 
-seeking a job 
---keeping house 
---
attending school full time 
---attending school part time 
other 
--------------------.(~p~l~e~a~se~specify) 
14. Have you continued your education since graduation? yes 
---
no 
15. If your answer to #14 is "yes," please list the name of the school or schools 
you attended and the courses completed: 
School(s) Courses 
1. 3. _______________ ___ 
---------------------------------------- ----------------
2. 4. 
---------------- -----------------
1. 3. 
---------------------------------------- ---------------- -----------------
2. _____________ 4. ____________ _ 
16. Did you receive a four-year high school diploma? yes no 
----- -----
17. Have you been sent to any kind of training school by the firm in which you are 
employed? yes no 
18. If your answer to #17 is 11yes, 11 state the place of training and type of trainin 
received (e.g., IBH, Keypunch, Switchboard, etc.) 
Place 
---------------------------------------------------------------
Type of training ---------------------------------------------------------
19. As a result of your experience, do you have any suggestions for the improvement 
of the business education program at St. Joseph's Commercial School? If you do. 
will you please write these suggestions on the other side of this sheet. 
Dear NOMA Membe r: 
APPE NDIX H 
~t. Joseph's Commercial School 
120 franklin Street 
Rochester 4, N. Y. 
January 15, 1963 
Since we a re planning an improvement, and if possible, 
an expansion of the business education curriculum at St. Joseph's 
Commercial School, we have obtained permission from the Superin-
t8ndent of Schools of the Rochester diocese, Rev. William ~oche, 
to cond~ct a study to determine the need for a diocesan central 
business school. 
Because we are interested in the needs of businessmen, we 
have formulated a checklist in order to discover the level of 
education and the standards of performance expected of beginners 
in office work. Mro Elmer c. Humes, Corresponding Secre t ary of 
the Rochester Chapter of NOrr: A, presented the checklist to the 
Education Committee Chairman for approval. A summary of the data 
obtained from the checklists will be compiled and duplicated for 
the NO~ A members. 
It is our aim to develop s killful office workers to fill 
the needs of t he employers in the Rochester area. for this 
reason, may we ask you to complete the enclosed checklis t and 
return it directly to us in the s tamped, self-addressed envelope 
which is enclosed for your convenience . 
Your co-operation in this matter will be greatly appreciated. 
Enclosures: 
Checklist 
Envelope 
Sincerely yours, 
·; ;J.~~t /(._:/ ;/:f· . 0 .A_.f !/ t;_l/..(.~ 
Sister ~ary Eusebia, S. S. N.D. 
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APPENDIX I 
aackground £! 21• Joseoh 1s Commercial 
At the present time St. Joseph's Commercial School offers a two-year 
business course. The present curriculum consists of the following: 
First ~ 
Stenography I 
Typewriting I 
General Business 
Business English 
Business Arithmetic 
Group Guidance 
Second ~ 
Stenography II 
Typewriting II 
Bookkeeping I 
Office Practice 
Business English 
Group Guidance 
The faculty consists of four religious teachers, one being a principal 
who is also a full-time teacher, and one priest, who serves as prefect of 
discipline and guidance counselor. 
The maximum capacity of enrollment in the school is two hundred. Two 
classes are accepted for first-year enrollment each September. The school 
has been accepting elementary school graduates (provided they have reached 
the age of 15 by June first of the year of admission) and those students who 
have attended other secondary schools for a year or two and have decided to 
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transfer. Both of these situations pose a problem. Students who graduate from 
the elementary school at 15 years of age are usually slow learners. 
In recent years, there have been relatively few good job openings for 
persons under 18 years of age without a complete high school training. It is 
important that the entire sequence of this four-year program of secondary 
business training be followed by the student in one high school with New York 
State accreditation. At the present time, the two-year diploma issued has no 
approbation of the State Department of Education. The two-year course, offered 
as a terminal course, s eems inadequate in meeting the needs of the times. 
APPENDIX J 
INFORMATION ON STANDARDS OF EMPLOYMENT EXPECTED BY 
BUSINESSMEN IN THE ROCHESTER AREA WHEN 
HIRING A BEGINNER IN OFFICE ~ORK 
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Name of Company ----------------------·------
Type of business ______________ _ 
Location ________________________________________________________________________ __ 
Name of NOmA Member completing checklist 
Position held in company 
1. Indicate with a check ( ) each source used to obtain employees. 
___ s.chool ( s) 
_______ newspaper ads 
------~personal application 
_______ state employment agency 
------~private employment agency 
______ friend or relative 
------------------~--------·other (please specify) 
2. Do you contact the school before hiring a beginner? _____ yes _______ n.o 
3 o If your answer to ,;2 is "yes, " please check the data you obtain from the 
school. 
----~scholastic records 
_______ recommendation of teachers 
------~personal records 
attendance records 
---record of activities 
------· ----------------------~~-----other (please specify) 
4. As a rule, would you be willing or unwilling to employ a beginner who has not 
completed a four-year high school course but who has had some business courses 
on secondary school level? willing unwilling 
Please comment: 
------------------------------------------------------------------
5. Does your company make provision for any type of formal training on the job? 
____ -Jes 
------"no 
6. If your answer to r/5 is "yes, " please comment on the type of training offered: 
?. what is the general minimum age for beginners in your company? 
____ .16, ____ 17, _______ 18, 
------"19, ______ 2. 0' ____ 21, ______ .other 
B. Do you use pre-employment tests? ----J es _____ n.o 
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9. If your answer to 1f8 is "yes, 11 what types of application tests are given by 
your company? 
------~National Business Entrance Test 
______ .aptitude 
______ general ability 
_______ intelligence 
______ shorthand 
_______ typewriting 
------~arithmetic 
__ English 
___ spelling 
--------------------~---------~·· other (please specify) 
10. Please check the level of education required for beginning employment in your 
company for the following types of jobs: 
Type of job *Two-year 
business 
Four-year 
high school 
Two-year Busi-
ness College or 
Junior College 
Four-yea:. 
1. bookkeeper 
2. calculator operator 
3. duplicator operator 
4. file clerk 
5. gene=al clerical 
worker 
6. keypunch operator 
7. mail clerk 
B. payroll clerk 
9. secretary 
10. stenographer 
11. switchboard operator 
12. transcriber: machine 
*Two-year business school refers to two years of secondary school training 
without a four-year high school diploma. 
College 
11. within the past five years, what approximate percentage of beginners who, in 
your opinion, did not have sufficient training in the job activities listed 
below were hired by your company because adequately trained beginners were not 
available? 
Job activity 
1. bookkeepers 
2. calculator operators 
3. duplicator operators 
4. file clerks 
s. general clerical workers 
6. keypunch operators 
7. mail clerks 
B. payroll clerks 
9. secretaries 
10. stenographers 
11. switchboard operators 
12. transcribers: machine 
others: 
Percent 
12. Please check the importance of the following requirements for beginners: 
. Verv t Important Unimportant 1mportan 
13. Please chec k the import ance of the knowledge of the following skills for 
beginners: 
1. general typewriting 
2. composing at typewriter 
3. transcription: sh orthand 
4. transcription: machine 
5. use of telephone 
6. use of duplicating machines 
---7. use of adding machines 
---B. use of photostatic machines 
9. payroll work 
10. bookkeeping 
---- ·--ll. mailing activities 
12. filing activities 
13. banking activities 
l4o meeting callers 
15. others: 
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14. If you have any suggest i ons for the improvement of the business education 
program at St. Joseph 1s Commercial School, kindly feel free to write them below, 
or on the other side of this sheet. 
APPENDIX K 
SAMPLE Of TALLY SHEET USED TO COMPILE DATA 
OBTAINED fROM QUESTIONNAIRE TO GRADUATES 
CHIEf METHOD THROUGH WHICH fiRST POSITION WAS OaTAINED 
Source 1959 1960 1961 
School 
State Employment Agency 
Private Employment Agency 
Newspaper Ad 
Civil Service 
Letter of application 
Relative 
friend 
Direct application 
Other• 
TOTAL: 
106 
1962 TOTAL 
